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A Report  To  Mr.  Carl  Benenati%  Chief 


Bureau  of  Manpower  Oevelopnient 


Department  of  EducatiorH 
New  York  State  j 


On 


CURRICULUM  MATERIALS  DEVELOPED  UNDER  A CONTRACT 

Dated  June  30,  1967 


SUBMITTED  BYs 


Mr • Herman  A.  Kressel , Director 
Manpower  Development  Training  Program 
New  York  C^'ty  Board  of  Education 


^ PREPARED  BY;  Dr.  Herman  Slotkin,  January  2,  1968 

^ U.S.  DEPARTMEHT  OF  HEALTH,  EDUCATION  & WELFARE 

^ OFFICE  OF  EDUCATKN 
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I THIS  DOCUMENT  HAS  BEEN  REPRODUCED  EXACTLY  AS  RECEIVED  FROM  THE 

^ PERSON  OR  ORGANIZATION  ORIGINATING  IT.  POINTS  OF  VIEW  OR  OPINIONS 

g STATED  DO  NOT  NECESSARILY  REPRESENT  OFFICIAL  OFFICE  OF  EDUCATION 

f POSITION  OR  POLICY. 
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BOARD  OF  EDUCATION  OF  THE  CITY  OF  NEW  YORK 


MANPOWER 


MAURICE  D.  HOFKINS 

ASSISTANT  SUWmNTtNDEMT 


DEVELOPMENT  TRAINING  PROGRAM 
110  LIVINGSTON  STREET 
BROOKLYN,  N.  Y.  UZOi 

HERMAN  A.  KRESSEL 

DIRECTOR 

TEL.  NO.  596.6904-6858 
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February  1,  19^ 


Mr.  Carl  Benenati,  Chief 
Bureau  of  Manpower  Development 
State  Education  Department 
Albany,  New  York  12224 

Dear  Mr.  Benenati: 

I take  pleasure  in  transmitting  to  you  the  report  on  cur- 
riculum materials  developed  under  contract  with  the  New  York  State 
Department  of  Education.  The  report  is  accompanied  by  l8  Appendices 
(designated  Appendix  A through  Appendix  R)  each  of  which  is  an 
item  produced  under  this  contract. 

I assigned  direction  of  the  project  to  Dr,  Herman  Slotkin, 
Coordinator  of  the  Mul ti -Occupational  Project,  and  he  was  ably  as- 
sisted by  Mrs.  Rose  Sealy,  and  Dr.  Evelyn  Sussman. 

The  work  we  have  done  has  been  arduous  and  time-consuming. 

Dr.  Slotkin,  Dr.  Sussman,  Mrs.  Sealy,  and  other  members  of  my  staff 
have  devoted  many  uncompensated  hours  to  bring  this  project  to  fruition. 
However,  the  response  of  your  department  and  other  agencies  that  have 
seen  drafts  of  these  materials  has  indicated  to  us  that  our  labors 
have  been  worthwhile. 

I should  like  to  take  the  occasion  to  express  my  appreciation 
to  the  New  York  State  Department  of  Education  for  its  support,  and  to 
the  members  of  my  staff  involved  for  the  creative  and  practical  results 
of  their  efforts. 

Finally,  I should  like  to  point  out  that  these  materials  are 
but  a beginning  in  the  process  of  meeting  the  instructional  needs  of 
M.O.T.  Programs.  Should  funds  for  continuing  curriculum  activity 
become  available,  the  recommendations  in  our  report  merit  your  con- 
sideration. 


Very  truly  yours. 


HERMAN  A.  KRESSEL, 

Oi rector-M.D  ^ T.P  rogram 
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BACKGROUND 


In  the  fall  of  1966  the  Manpower  Development  and  Training 
Program  of  the  New  York  City  Board  of  Education  requested  funds  to 
prepare  curriculum  material s>  the  need  for  which  had  emerged  from 
training  programs  then  being  conducted.  Cost  estimates  were  sub- 
mitted and,  in  January,  1967,  authorization  to  proceed  was  re- 
ceived from  the  State  Education  Department.  Dr.  Herman  Slotkin 
was  assigned  to  direct  the  various  curriculum  projects  to  be 
undertaken.  Mrs.  Rose  F.  Sealy  assumed  responsibility  for  pro- 
jects in  Counseling,  and  Dr.  Evelyn  Sussman  for  projects  in  Basic 
Education. 


GOALS 


In  the  planning  stage  the  goals  for  the  Curricului?>  Project 
were  to  develop: 

1.  Materials  on  three  different  levels  for  shop-related 
language  and  mathematics  in  three  to  five  of  the 
occupational  areas  listed  below: 

. Office  Occupations 

• Distributive-Merchandising  Occupations 
. Woodworking  Occupations 
. Metal-Working  Occupations 
. Electro-Mechanical  Occupations 

2.  Occupationally-related  daily  lesson  materials  for 
remedial  classes  for  illiterates,  semi-i 1 1 i terates  and  non-English 
speaking  trainees  in  l/T/A  and  in  traditional  orthography  in- 
cluding parallel  sets  of  graded,  occupationally-related  reading 
lessons  in  each  of  the  orthographies  for  three  to  five  broad 
occupational  areas  listed  below: 

. Auto  Services 
. Office  Occupations 

. Oi stri but! ve-Merchandi sing  Occupations 
. Woodworking  Occupations 
. Metal-Working  Occupations 
. Electro-Mechanical  Occupations 

3.  Discussion  materials  for  occupationally-related  group 
counseling  sessions  involving  typical  trainee  problems  and  experi- 
ment with  the  use  of  audio-visual  techniques  for  presenting  situ- 
ations for  self-evaluation  and  job  seeking. 


These  goals  were  modified  after  consultation  with  repre- 
sentatives of  the  State  Education  Department  as  a result  of  changing 
and  newly-emerged  curriculum  needs,  as  well  as  revised  cost  estimates 
based  on  actual  experience.  These  modifications  were  peripheral 
rather  than  substantives 

These  modified  goals  weres 

1.  The  production  of  occupationally-related  language 
arts  and  mathematics  course  of  study  materials  in 
three  to  five  mul ti -occupational  “specifics"  oc- 
cupations. 

2.  The  production  of  occupationally-related  remedial 
lesson  materials  for  native  born  illiterates,  in 
I/T/A  and  in  traditional  orthography;  and  for  non- 
English  speaking  trainees  in  traditional  orthog- 
raphy in  three  to  five  occupational  areas. 

3*  The  production  of  discussion  materials  for  oc- 
cupationally-related group  counseling,  and  ex- 
perimentation with  audio-visual  techniques  for 
presenting  situations  for  trainee  self-evaluation 
and  job-seeking. 
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I M P L EMENTATION 


The  greater  proportion  of  the  materials  created  were  in 
the  area  of  basic  education.  Three  levels  of  literacy  were 
involved: 


. Level  I -Below  grade  4.0  (Functional  illiterate) 

. Level  II  -Grades  4.0  to  6.0 

• Level  III  -Above  grade  6.0 

In  developing  materials  for  English  as  a Second  Language 
trainees  we  found  that  they  fall  into  four  groups: 

. Those  who  neither  speak,  read,  nor  write  English 
and  cannot  read  or  write  in  their  native  tongue 

• Those  who  speak  some  English,  cannot  read  or 
write  English,  and  cannot  read  or  write  in  their 
native  language. 

• Those  who  neither  speak,  read,  nor  write  English 
and  are  literate  in  their  native  language. 

• Those  who  speak  some  English,  cannot  read  or 
write  English,  and  are  literate  in  their  native 
tongue . 

Until  recently  the  bulk  of  our  ESL  trainees  have  fallen 
into  the  last  category  and,  for  the  most  part,  the  materials  we 
have  developed  mirror  this.  Now  we  are  getting  trainees  in  all 
four  categories,  which  change  is  reflected  in  the  section  on 
Recommenda  t i ons . 

The  counseling  materials  have  been  designed  to  meet  the 
two  principal  needs  of  counselors  doing  group  work: 

. To  pinpoint  significant,  common  problems  of 
trainees  that  must  be  the  focus  of  concern  in 
group  work. 


To  provide  models  for  planning  group  work  sessions. 


1 • Production  of  occupationol 1 y^rolated  13090390  and 
mathematics  materials  in  three  to  five  multi-oc- 
cupational “specific"  occupations. 

Completed  Items 

Occupational  1 v-related  lanquaqe  arts  and 
iiathetnatics  materials  in  five  Commercial 
Occupations  Specifics  Tfypist /Keypunch- 
Verifier,  Bookkeeping  Machine  Operator, 
Medical  Record  C1erk7  Stenographer) » ^ 

Levels  II,  III,  This  consists  of  two  parts: 
an  outline  of  the  materials  covered,  and  an 
appendix  with  daily  lesson  plan  materials. 

The  units  are  graded  in  order  of  difficulty 
and  the  appendices  are  keyed  to  the  demands 
of  the  specific  occupations  involved.  The 
appendices  also  include  samplings  of  specific 
occupational  vocabularies,  spelling  demons, 
word  elements,  as  well  as  vocabulary  test 
questions  for  teacher  guidance.  This  format 
was  chosen  so  that  it  would  not  be  nevoessary 
to  duplicate  common  elements  in  each  of  the 
specifics.  (See  Appendix  A) 

2 • Occupationally-related  lanquaqe  and  mathe- 
matics materialsTn  three  (3)  Distributi^- 
Merchandisinq  specifics  (Grocery  Checker^*” 
Shipping  Clerk,  Sales  Clerk).  Levels  II.  III. 
Thi a consists  of  two  parts,  an  outline  of 
the  language  arts  and  mathematics  materials 
covered,  and  an  appendix  with  daily  lesson 
plans  materials.  The  units  are  graded  in 
order  of  difficulty  and  the  appendices  are 
keyed  to  the  demands  of  the  specific  oc- 
cupations involved.  For  the  guidance  of 
teachers,  the  appendices,  also  include 
trainee  rules,  sample  forms,  occupational 
vocabularies,  discussion  and  comprehension 
questions,  occupational  arithmetic  aids 
and  a list  of  free  materials.  This  format 
was  chosen  so  tnat  it  would  not  be  necessary 
to  duplicate  common  elements  in  each  of  the 
specifics.  (See  Appendix  B) 
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-High  School  Equi valency  Work  Books  and 
Teacher  Guides.  (Workbooks;  Reading  Comp- 
.r.^hensionj  Literature,  Correctness  of 
Expression,  Social  Studies;  Guides;  Science. 
Mathematics,  Correctness  of  Expression, 
Reading  Comprehension  and  Literature) . 

Level  III,  These  additional  items  were 
prepared  because  we  desperately  needed 
these  materials  for  the  ongoing  Police 
Cadet  Program  and  for  six  (6)  proposed 
specifics  In  MULTI  H/.  (See  Appendices  C 
through  J) . 


for  fourteen  (14)  occupations. 


GOAl^:  Production  of  occupationally-related  remedial  lesson 
materials  for  native  born  illiterates,  in  I/t/A  and  in 
traditional  orthography;  and  for  non-English  speaking 
trainees  in  traditional  orthography  in  three  to  five 
Occupational  areas. 

Completed  Items 


Graded,  occupationally-related  remedial  lesson 
Ter i a 1 s for  na  t i ve  born  i 1 1 i teFa  t es  i n I/T/A 

(Auto  Services),  LeveT  I. 

1.1  Twenty-Nine  (29)  Units  completed 

1.2  Each  Unit  contains  the  fol  levying: 

. Introductory  Teacher  Guide 
. A vocationally  oriented  original 
reading  selection,  sequentially 
developed 

. A vocationally  oriented  Discussion 
Guide  with  comprehension  questions 
and  language  art  s wITiII/HmSi  211  niQ 
vocational  vocabulary 
. Homev^rk  assignments  based  on  the 
reading  selection  and  language 
lesson* 


In  all, related  basic  education  materials  were  prepared 


jJilterates,  in  traditional 
(Auto  Servi cesF.  Level «;  t ^ t t 


2.1  Twenty-Nine  (29)  Units  completed 

2.2  Each  Unit  contains  the  following: 

. Introductory  Teacher  Guide 

• A vocationally  oriented  original 
reading  selection,  sequentially 
devel oped 

• A vocationally  oriented  Discussion 
Guide  with  comprehension  questions 
and  language  arts  emphasizing 
vocational  vocabulary 

« Homework  assignments  based  on  the 
reading  selection  and  language 
lesson. 

(See  Appendix  L) 

3*  An  occupational  1 y-^re  la  ted  remediation  course  outline 
for  English  as  a Second  Language  Basic  Education 
(CcHTMwercial  Occupations,  Merchandising,  Machine  Shop. 
Metal  Fabrication).  Levels  I,  II,  III.  (See  Appendix  M) 

^ I 

Sample  occupational  1 y- re la ted  language  arts  lesson 
materials  for  use  with  English  as  a Second  Language 
trainees  in  the  Picture  Framing  specific  (Level  II) 
which  includes- 

4.1  Introductory  Teacher  Guide 

4.2  A vocationally  oriented  original  reading  selection 

4.3  A vocationally  oriented  Oral  Discussion  Guide 

based  on  comprehension  of  reading  selection 

4.4  Language  lesson  derived  from  reading  selection 

4.5  Dialogue 

^ (See  Appendix  N) 

5*  A sample  of  occupationally-related  lesson  materials 
for  reading  improvement  (Level  I)  and  language  skills 
upgrading  (Level  III)  in  Cortmercial  Occupations. 

, (See  AppSndix  0)  ^ 


*We  are  producing  sample  lessons  in  these  instances  rather 
than  complete  courses  of  study  because  the  preparation  of 
remediation  materials  and  the  preparation  of  instructions 
for  teachers  is  so  time  consuming. 


GOAL  3 


s Production  of  discussion  materials  for  occupationally- 
related  group  counseling  and  experimentation  with  audio- 
visual techniques  for  presenting  situations  for  trainee 
self-evaluation  and  job  seeking. 

1.  Discussion  materials  for  occupationally-related 
group  counseling  (See  Appendix  P) 

2.  Sample  group  work  materials  using  tape-recorded 
items  (See  Appendix  Q) 

3.  Sample  group  work  materials  using  visuals.  (See 
Appendix  R) 
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OUTCOMES 


The  curriculufn  materials  developed  in  this  project  have 
been  designed  to  meet  the  instructional  needs  of  New  York  City 
Anti -Poverty  Programs  that  cannot  be  met  by  commercially  avail- 
able publications.  Draft  copies  of  the  items  we  have  developed 
have  been  shown  at  various  State  Education  Department  Conferences, 
and  have  generated  great  interest.  We  have  submitted  to  the  New 
York  State  Department  of  Education,  at  its  request,  additional 
draft  copies  of  materials  for  local  and  national  distribution. 

Requests  for  thousands  of  copies  have  come  from  State  bureaus, 
communities  in  New  York  State,  and  several  States  on  the  eastern 
seaboard.  Clearly  there  is  every  reason  to  believe  that  we  have 
broken  new  ground  and  opened  new  possibilities  in  curriculum 
development  for  programs  for  the  undereducated  and  under- 
motivated. 


In  addition,  some  enormous,concommi tant  benefits  grew 
out  of  the  process  of  producing  curriculum.  For  one  thing,  it 
made  for  the  total  involvement  of  teachers  and  counselors  in 
the  goals  of  the  program  and  the  means  for  achieving  these  goals. 
For  another,  ,t  made  possible  the  most  meaningful  kind  of 
supervision  and  in-service  training.  And,  what  is  perhaps  most 
important,  the  creative  energies  of  the  entire  staff  were  given 
encouragement  in  a significant  and  productive  context. 


The  materials  developed  in  this. project  are  already  in 
great  demand.  For  our  own  purposes,  large  quantities  of  most 
items  are  needed,  and,  when  we  add  to  this  the  demand  for  copies 
from  other  agencies,  bureaus,  and  communities,  we  find  that  we 
face  an  impossible  publishing  task. 

We  tried  to  produce  the  High  School  Equivalency  Workbooks 
in  sufficient  quantity  for  our  own  use,  and  the  process  proved 
to  be  costly  and  disruptive.  Therefore,  it  is  important  that, 
after  appropriate  review,  funds  be  provided  for  the  reproduction 
in  quantity  of  as  many  items  as  possible. 

In  a number  of  instances,  the  materials  we  have  produced 
are  first  steps  in  a process  that  begs  continuance.  In  addition, 
new  curriculum  needs  have  emerged  since  our  last  planning  session. 
We,  therefore,  urgently  request  funds  to  accomplish  the  following: 

1.  The  preparation  of  occupationally-related,  sequen- 
tially graded  language  arts  and  mathematics  in- 
structional units  for  English  as  a Second  Language 
trainees  as  well  as  instructional  guides  for 
their  teachers.  These  would  be  accompanied  by  an 
Engl i sh-Spani sh  glossary  of  occupational  words  and 
phrases.  (Level  II).  This  would  be  the  logical 
development  of  the  Non-English  Basic  Education 
Outline  (Appendix  M)  using  as  a model  the  items  in 
Appendix  N. 

2.  The  preparation  of  parallel,  graded,  Level  I reme- 
diation lesson  materials  for  functional  illiterates 
in  TO  and  l/T/A  in  Building  Services,  Distributive 
Occupations,  Health  Occupations  and/or  other  demand 
occupations. 

3.  The  production  of  additional  supplementary  materials 
for  group  counseling.  This  would  amplify  the  reper- 
toire of  group  counseling  plans  available  and  con- 
tinue the  development  of  plans  using  audio-visual 
media. 

4.  The  production  of  programmed,  sequentially-graded, 
occupationally-related  Workbooks  and  Drill  Sheets 
for  use  in  a Basic  Education  Remediation  Laboratory 
for  Levels  I,  II,  III. 


5.  The  production  of  "Good  Impressions"  materials 
to  enable  us  to  provide  greater  impact  in  pre- 
paring our  trainees  in  good  grooming,  manners, 
poise,  and  job  interview  techniques.  Our  pilot 
efforts  in  this  direction  justify  an  investment 
of  curriculum  time  to  prepare  appropriate  plans# 
i 1 1 ustrati ve  materi al s , worksheets,  etc. 


Respectful  1 y submi tted 


HERMAN  SLOmiN,  ^Coordinator 
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I,  FREQUENTLY  MISSPELLED  M)RDS  Y.  COMMON  MEDICAL  TSEMINOLOGY  - WORD  ELafSB?iTS 

II.  COH'IERCIAL  OCCUPATIONS  - SPILLING  WORDS  ?I,  DICTIONARY  OF  BOOKKEEPING  TEHI4S 

III.  CASPIISR  - SPELLING  WORDS  Yll.  SAMPLE  VOCABULARY  TEST  QUESTIONS 

IV.  mPUNCH  - SPELLING  WORDS  VIII.  AMS  ARITHMETIC  REVIEW  PROBLEI^ 

IX.  SAMPLE  ARITHMETIC  TEST  QUESTIONS 


PART  I 


mm  OF  ei3ix:AT{w  > cm  of  hem  wm 
wya<ER  oevaopwEm-  TSAiNtHs  program 


COURSE:  CaUCRCIAl  OCCUPATIONS.  SPECtPICS  » mClWfiE 
TVPIST  KEYPUNCH  VERIFIER  - BOOKKEEPINC 


S4AJOR.UHIT-COiniMT 


CLOCK  HOURS 


RIEWTATHgl 

iTCO^RCIMS.  OfFICf  SKfLU 
I J BOOKKEEPINC  NWHIHE  OPERATION 
B)  STENOORAPHiC  SKILLS 
?}  SENERAL  OFFICE  A CLERICAL  SKILLS 

A.  TVPINO 

0*  FILINO^RECORD  KEEPIN8 

C«  Recepticnist 

SVITCH  eOARO  OPERATION 

4)  keyihmoh  operation 

J)  WKDICAL  RECORDS  KEEPINO 

3»JO®  OdALIFICATIONS 
t)  BASIC  JOO  SKILLS 

Am  COMWNICATtON:  ORAL,  VRITTEH, 
REA0IN9  COMPREHENSION 
••  PRACTICAL  MATHEflATtCS 
2)  PERSONAL  RIMLITIES 
A*  APPEARANCE 
Bm  MORKINB  NITK  OTHERS-COOPERATIOK 

Cm  roumm  office  routines 

Dm  USINO  JUMMENT 
£•  INITIATIVE 


APPLIED  READING  CONPREHENSION 


SAFCTY  « OFFICE  AND  SCHOOL 
A,  Accident  prevention 
I ) Safety  precaution 
t)  Machine  hazards 
B-  Fire  prevention 
I ) Personal  sRiss 

t)  OBSERVIH®  REGULATIONS 


INITIAL  READING  FOR  MAIN 
lOEAS-OENERAL  PICTURE 

iJtVpes  of  office  occupations 
2)0fpic£  functions 
)}8asic  job  skills 
4)personal  qualities 
B,  Rereading  for  specific 
information 

OtMKRSTANDINO  PRECISE  MEAN* 
INS  OF  NORDS:  JEX.  mAT  DO 
”NOTAT|ONS”  MEAN?  SENirENCEj 
"Notations  have  to  se  made 
and  read." 

2)REUTINC  to  SPECIFIC  WAN- 
ins  of  context:  a,  f//HAT 

DOES  "AND  READ"  MEAN  IN 
THE  ABOVE? 

c.  Application  « read  section 
ON  personal  QUALiiTICS  AND 
FIND  REASONS  KHV  PUNCTUALITY 

IS  essential:  Class  dis- 

cussion, 1IHAT  DIFFERENCE 
DOES  IT  MAKE  IF  YOU  ARE  ONLY 
10  NINUTIS  UTE  EACH  DAY?" 


APatCD  VOCABULARY  - SFEaiHB 


APatED  6 


2m  Readinc  of  Safety  iNFoRWATiow 

jMcUiaTlOW 

A.  INITIAL  READINO  FOR  GEN- 
ERAL PROCEDURES 

B.  Rereading  for  important 

. DETAILS 


f.  REVtEN  OF  TEiyilMOfrOSY 
A*  SMALL  OCCUPATION$-SiH|- 
LARITIES  AND  DIFFERENCES: 

typist,  Keypunch  verifier, 
Bookkeeping  Michike  Operator, 
Medical  Record  Clerk, stenograph 

B,  STUDENT  NOTEBOOK  PREP- 
ARATION 

1)  ORGANIZATION 

A. PAGE  HEADINGS, aASS  TOPIC, 
DATE 

b.sefarate  sfctions  for  each 

SUBJECT  AREA 

2)  USE  OF  NOTEBOOK  SECTIONS 
^.VOCABULARY  AND  SPELLING 

LISTS 

B. OCCUFATIONAL  INFORMATION 

C.  Meaning  of  familiar  ik>f©$ 

0 skciFIC  MEI^ING  OF  FAMILIAR. 

NORDS;  |X.$UMNARIZE,ACCURATEfY 
2)  WORDS  WITH  MORE  THAN  ONi 
MEANING:  BC.FIGURE,  CONCERN 


I.  REVIEW 


'i£sm 


PUNCTUA1 

Review 
TENCE  si| 

OidentI 

AND 
2)HAKII 

with 

CO 

5)revm 

WORD 
TEMCl 
4)  IDENTIC 
STANDI 
WORD 

REVIEW 
TUATION 
QUESTION] 
CUUMTK 

i)to 

IN 
A.  STA 

Bm 


Jo 


C.I 


Kl^  ^FETY^  i^  

regulation,  procedure^ 

CAUTION  , 

A.  General  concept  of  words 
0.  Specific  meaning  in 

SAFETY  CONTEXT 


I 
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.*gaaagi^yao^ 


»M>REHEII5iON 


COURSE:  MUCHCtAl  OCCUPATtOHS.  SPECIFICS  » ^HSIWBE  ARTS 

TVPIST  * NEYPUNCH  VERIFIER  - BOOKKEEPINS  IMCHINE  OPERATOR  * MEDICAL  RECORD  CLERK  « STENOGRAPHER 


tfumommMMm 


APaiED  VOCADULARV  * SPEaiHG 


applied  grammar  » USAGE 


METHODS  AH)  MATERIALS 


EVALUATIONS 


B FOR  MAIN 
PICTOR5 
be  OCCUPATIONS 

ore 
LU 
ITtiS 
PCCIFIC 


I.  REVIEW  OF  TERHIMOLOGV 
A.  i^LL  0<^ATI0N$*SIM|» 


PRCCISC  IBUN* 
EX*  MHAT  DO 
SfNTENCe: 

H TO  BE  moe 


MECfFiC  MEAN* 

r:  a.  mter 

>”  MEAN  IN 


lEAO  SECTION 
ILfTlES  AND 
W POMCTUAUTY 
* Class  dis- 

tfeFFERENCE 
YOU  ARE  ONLY 
EACH  DAY?” 


LARI TIES  AND  Df FFERGNCES  : 

TYPIST,  Keypunch  verifier, 
bookkeepinb  MicHiNe  Operator, 
medical.  Record  Clerk, stenobraphi 

B«  student  notebook  prep> 
aratich 

l)  ORBANIZATION 

A.PABE  HCADIN6S, CLASS  TOPIC, 
DATE 

B*SEPARATE  SECTIONS  FOR  EACH 
SUBJECT  AREA 
USE  OF  NOTEBOOK  SECTIONS 

A. VOCABUURY  AND  SPEUINB 
LISTS 

B.  OCCUPATIONAL  ilU^ORHATION 
M^INO  OF  FANIL  I AF  WORDS 

SKCIFIC  NEANIN6  OF  FiUlfUAR 
WORDS:  Jg(,SUPWAR!Zg,ACCURATEI 
t)  WORDS  WITH  MORE  THAN  ONE 

heaninb:  JX.fioure,  concern 


E) 


& 

I) 


Iy  Info^tion 


t* 


NB  FOR  BENk 

ter 

I IMPORTMT 


KEY^FITY  ifeRBt:  EX* 
REBUUTI^,  procedure^ 
CAUTION  . 

A.  General  concept  of  words 
D.  Specific  meaning  $,n 

SAFETY  CONTEXT 


REVIEW  OF  BASIC  SEM» 

ITe  structure  and 

^TittViow 


1.  ORtENTATlOH 


S.  ORIENTATION 


A* 


J. 


Review  of  basic  sen- 
tence STRUCTORE 
illDCNTIFYINC  SUBJECT 
AND  PREDICATE 
eIhakinb  verb  ABREE 
WITH  SINPLC  AND 
COMPOUND  SUBJECTS 
5)RtVieW  OF  NORNAl 
WORD  ORDER  IN  SEN- 
TENCE 

4}|DENTIFYIN6  AND  UND#k 
STANDING  INVERTED 
WORD  ^ER 

REVirW  OF  BASIC  PUNC- 
TUATION • PERIOD, 
QUESTION  MARK,  EX- 
CLAMATION MARK 
t)TO  CURIFY  MBANINB 
IN  BNDINB  SENTENCES 

A.  STATEMENT 
B*  QUESTION 
C.  STRONC  EMOTION 

ElflHER  USES  OF  A 
PERIOD 

a.abbreviatiqn 

B. DECIfMLS 
e.NUMSSRfNO  ITEMS 


ft.  Textbooks 
I I Fred  C.  Archer, 

RAVMOiVD  F.BRECKEfi 

John  C,Frake$, 
GENERAL  OFFICE 
I^TldO^RAW 
SlLt,CY.,l96jl, 
Chap,  a and  $ 
2)PETER  L.A6NEW  AND 
JOHN  R.  Meehan, 

KK 

CoiiTCiNCINNATf, 


A.  Observation  of  croup  and  in- 
“ DIVIDUAL  responses  TO  DETERMINE 
student  needs  and  language 
SKILLS 

Ogeneral  comprehension 

2) W0RD  KNOWLEDGE 

3) USi^E 

4) spelling 

B.  Sentence  dictation  tests  on  com- 
mercial occupation  charts  of 

FtMCTiONS  AND  PERSONAL  QUALITiES 


OHIO,  I9(l 

a.  Class  made  chart- 
outline  OF  COM- 
MERCIAL OCajPATIONti 
AND  functions;  EX^. 

TflMiriim- 

FORMS, REPORTS, 

business  fAPERS 

COPItS-DRAFTS. 

MATERIALS 

ENTRIES, INFORMATIO I 

' CHECKS,  FILES, 

. TELEPHONES,  COM» 
PUTES,  LABELS 
^ iNDiVIDUAL  OmiN^ 
PERtONAL  QUALITIES 
FOR  COmERCIAL 
OCCUPATIfaiS 


c.  Notebook  check 
. i)  Organization 
2)  Accuracy  of  spelling  and 

OCCUPATIONAL  INFORMATION 


'£  IRefer  to  above  and 

jWY  TO  ^FETY 


gONTENT 


Tchool  safe^  Chart 
^ SAFm 


^IST  ESSENTIAL 
ITEMS 

B«NUMfiER  ITEMS  SE- 
QUENTIALLY 0(, 

Number  fire  DRia 

INSTRUCTIONS  IN 
ORKR  OF  PERFORMA! 


CONTAINiNG 


TESTS  OF  Safety 


tsaoN 
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ME 


1. 


■.^7  ::'M, 


imQ: 

wm 


Si 


■ 


isi 


OWi  iiiM»tili  WWW 


AFatEP  REAPtNS  COWREHEHSION 


i.  t^DIN8  FAXILUR  C0WT6OT 
miytAL 

tbCNTimNe  TOE  STRUCTURE 

i)meanin6  of  chapter  Title 
2}Locatin6  Mmn  Sections 
3)LocATiN6  Sub-Sections 
B«  Reading  a Section  for  Gen- 
eral Information 

C«  EXAMINtNC  KINDS  OF  TYPO- 
6RAPHICAL  READING  AIDS 
OFLACEMENT  AND  TYPE  SIIE 
OF  HEADINGS 

*)l»E  OF  SPECIAL  print:  cX, 
ITALICS,  BOLD  FACE,  C(£^ 

Recognizing  important  detaii 
I )to  improve  general  cok- 

PREHEI^ION 

2}mKING  notes  of  important 

DETAILS  • TO  R04EMBER  OR 
RECORD 

9}SELECTIN6  IMPORTMT  DETAfiS 
OF  PROBL&a  FOR  CLASS 
DISCUSSION 


DIA6NOSI: 

gJiPfllG"  • 

Aj,  INITIAL  DlAGNMTfcTv^^^^ 

OF  SPELLING  DIFFICULTIES 

Orevien  a correction  of  errors 
ON  UNIT  I Spelling  Test 

2}DlSCUSSiON  OF  INDIVIDUAL 

speuing  needs 
?)Reviem  of  steps  in  mord 
learning:  see, think, say  and 

BUILD  THE  WORD 

A. PROMHNCIATiON  BY  SYLUBLES 

B. STUSYING  difficult  PARTS 
OF  WORDS,  EX.  ROlKftNE. 

Car-riage.  Tocu-rate-ly 
B.  Basic  structure  of  hulti-Syl- 

LABIC  WORDS  OP  LESSON 

1)  Root 

2)  Affixe$(Prefixes, Suffixes) 

J)  Compound  words,  Dt,  type- 

WRITER,  B00f;>KgEP-ER 
OASS  chart  of  feURBI  OF  LES- 
SON TO  COMP/JtRE  Sti^KTTURE  OF 
WORD  WITH  m SYUASJFICATtOH 
EX 

SYIU48IFICATION 
IMPORTANT  flk^-POR-TANT 
PORTABLE  PORT-A-BLE 


ROOT 

PORT 

PORT 


2.  jgytEw 

A.  abrc: 

AND 

1) FINDI 
OF 

2) C0LL 
B.  USE  OF 

CONVEY 
ING 

Of 
2); 

VERilS 
C,.  STUDENT 
NEGULAR 
PRESENT  R®r 
Begin' 

Pay  Paid 


5.  REVia  0 
WORD  END 

RECORD, 
RECORD! 
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APPLIED  VOCASUIARY  - SPELL ING 


^OWTEWr 


P STRUCTURE 

mapter  Title 
m Sections 
|•SECTIONS 
TON  FOR  6EN- 


• OF  TYPO* 

^N6  AIDS 
^ T<PE  SIIE 

PRINT:  EX, 
FACE,  COLOR 
TANT  OETAII 
■NSRAL  COM- 

OF  IMPORTANT 
REMEMBER  SR 


►ORTANT  DETAI 
^OR  CLASS 


I*  DIAGNOSIS  t REVIEW  OF  WORD 

gjiiJSifjG' 

. ^ TnI  Tl/tt.^ 6| AGNOSTf  C I^ALUATI  ON 
OF  SPELLING  DIFFICULTIES 
|}REV!£»  A correction  OF  ERROR! 

m Unit  I Spelling  test 

EiOiSCUSSION  OF  INDIVIDUAL 
SPELLING  NEEDS 
9)REV|E«I  OF  STEPS  IN  MORD 
learning:  see, think, SAY  AND 
BUILD  THE  MORD 

A.PROM«K;lATfQN  SY  SVLUBLES 

b,Stooyin6  difficult  parts 


APPLIED  ^mm  - USAGE 


$ 


B.  Basic  structure  of  Multi-Syl- 
labi c ItfORDS  OF  LESSON 
0 Root 

8)  AFFSXssCPRfFixts, Suffixes) 
?)  Compound  words,  Type- 

writer, book-keep-er 
c.  Class  chart  of  words  of  les- 
son TO  compare  structure  of 

WORD  WITH  ITS  SYLLABIFICATION 

EX. 

SYLLABIFICATION  ROOT 

IMPORTANT  IM-PO!^TANT  PORT 

PORTABLE  PORT-A-BLE  PORT 


I.  REVIEW  OF  PARTS  OF 

ggEgH 

A. fERMlNOLOCV  A ^^UWcflOl  .* 
~ VERB, NOUN, PRONOUN,  AD< 

JECTIVE, ADVERB,  PREPO< 
tITION  CONJUNCTION, EX 
«NOUN"  IS  A PERSON, 
PUCE,  OR  THING 

B. Cuss  Chart:  Parts  of 
Speech 

NAME  MEANING  EXAMPLE 

tfip*  OF  riw^I^ICE 
PERSON,  TVPIST 
PUCE  OR  TYPE- 
THING  WRITER 


2.  REVIEW  OF  VERBS 

Of  suBjsc  r 

AND  VERB: 

OfINDING  SUBJECT 
OF  VERB 

2)C0LLECTIVE  NOUNS 
B.  ITSE  OF  VERB  TENSE  T€ 
CONVEY  TIME  A MEAN- 
ING 

I )regular  verbs 

2}C0HM0N  II^EGULAR 
VERBS 

Cj,  Student  list  of  i»- 
IIEGUUR  verbs: 

FRESEm-  PAST  PAST  PARTICPtfc 

Begin  bIsan  begun 

Pay  Paid  Raid 
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REVIStf  OF  CHAaSES 
WORD  ENDIMSS  TO 


CUE 

WDIFY  ICAI^lfigrEX. 
RECORD,  RECORDER, 
RECCROING 


JN 


METHODS  AMD  MATERIALS 


EVALUATfWe 


{.BASIC  WORD  INFORMATI 

A. ’"''fiAX»iNG  To'''ftkvi'l^ 

Basic  typing  infor. 

MATION  AND  TO  UHDEf - 
STAND  THE  STRUCTURI 
AND  FORMATION  OF  A 
CHAPTER:  GENERAL 
OFFICE  Pfgg^ 
Chap.  8 

B. RUTH  GLEESONAJaMES 
CW.VIN,  WORDS  MOST 

often  Misgyffir^ 


?5w>ER'uck’CV.,  196: 

C,  HARRY  ShEFTER,  6 

" minutes  a day  if 

York,  i§65 

t)REViEW  STEFS  IN 

i7T~^ 

21PEVIEW  BASIC  STRUC- 

itiRf  w m.ti-'Mr 


3s6Tt''ioR0srcHAFvi ; 

gSWS  HtW  W0j|l 


IjTcTiMrV  ¥f  thi 

frw^R  tiBRAfry,  m s, 

N.y.,i939  (Rw*8P 
Back  - sOff) 

E,  JEANNE  Reed.  BUS INES; 


ENGLISH.  McGRAW 

i^lLCCy.,  1966 

I ^SENTENCE  STRUCTURE 
AND  ^RtaT  o?"Spe& 


UNITS  i A 2 

2)TEACHER  Reference 
Units  6 -19 
F.  Curence  b.  Carey, 
~ BUSINESS  SPELLER. 
VOCABULARY  BUILDER 
PiTHAJi  Pi®.  Co.. 
N.Y,  i96o«Wse  FOR 

CCf#OUND  WORDS  OH 
VOfMBUtAR'*' 


Ier|c 


B. 
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I.  MEASUREMENT  OF  ESSENTIALS 

wmfTwmm 

i.'ii  .wi.wwiwMMiwnwniw 

^ INFORMAL  EVALUATIOM  OF 
STUOftHT  ABILITY  TO  LOCATE 
MAIN  SECTIONS  AND  SELECT 
ES$&g?tAL  DETAILS 
TEST  MATCHING  NAMES  OF  OFFI*” 
MACHINES  WITH  THEIR  FUNCTI& 

Spellh'IG  tests  of  words  of 

LESSON 
{}0|VI$t(M  OF  WORDS  INTO 
SYLUGLES 

2)D|CTATI0N  in  SENTENCES 
D,TEAOIER-HADf  OR  COMMERCIAL 
TESTS 

OcOMMECTiON  OF  ERRORS  IN 
SENTENCE  STRUCTURE 
2) IDENTIFICATION  OF  PARTS 
OF  SPEECH 

J)VERS  COMPLETION  TEST; 
AGREEMENT  WITH  SUBJECT 
AND  COMnECT  TENSE 
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IT  m 

l.  REVIEW  OF  BASIC  SKILLS  IN  FILING 

A.  Purpose: 

I Ilocating  records 

2)MAINTAIN6  R%wm 

B.  Alphabetic  piling  bv: 

1)  individual  name 

2)  FIRM  NA^?E 

5)  SUBJECT  FILING 

A.  TYPE  OR  PLACE  OF  BUSINESS 

B.  OCCUPATION 

C.  REFERENCES 

c.  Methods  and  procedures  of  filing 


CLOCK  HQUfS 


J- 


APPUEO  READ|f«  COMPf<EHE>iSION  APaiED  VOCABULARY  - SPEIUN6 


I.  STEPS  IN  READING 

jfi.  Survey  reading  to  get  generai 

VIEWS 

1) TYPES  OF  FILING  SYSTEWw, 

2) S£QUENTIAL  ORDER  OF  FILING 
PROCEDURES 

B,  Rereading  to  understand  in- 
dividual PROCEDURES 
|)METH0DS  of  INDEXING 
2) IDENTIFYING  AND  FILING  IN- 
COMPLETE ITEMS 

c.  Combining  individual  prin- 
ciples 

I } SELECTING  INDEX  ORDER  FOR 
NUt  FILE 

2) INDEXING  UNUSUAL  ITEMS 
0.  APPLICATION  Or'  PRiMCIPlES-^ 
ITEMS  FOR  SPECIFIC  PURPOSE 
liuSING  INDEXING  PROCEDURES, 
TO  LOCATE  FILED  ITEMS 
2)  FINDING  NEEDED  INFORMATION 
IN  TEXT  FOR  FILING  UNUSWL 
items;  Hinter,  R»; 
McBride,  A.j  MucArthur,  k 


I.  REVIEW  OF  DICTIONARY  USA6E  Wm 
WdRDS  OF 

A.  Locating  woro(s) 

1) aplhabetical  order 

2) locating  page  (guidewords) 
jIlocating  word  on  page 

B.  Selecting  correct  form  of 
word 

1 ) parts  of  speech 

2) Pt.URALS,  VERBS,  INaECTIONS, 
DERIVED  WORDS 

C.  COPRSCT  PRONUNCIATION 

1 )  UNDERSTAND I NS  PHONET I C 
SYMBOLS 

2) reading  familiar  words  in 
PHONETIC  form;  J^.  key  - 

KE 

3) SVLUBf  FI  CATION 

4) PRIMARY  and  secondary  STRESS 
(accent) 

D.  Class  made  chart  of  dictionary’ 

INFORMATION  FOR  WORDS  OF 
LESSON;,  |X. 

WORD  SPEECH  PARTS 

1,  TnDEX  NOUt‘l-V£Re 

2,  STENOGRAPHiq  ADJECTIVE 


APaiEDl 


PMi 
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% Operation  | Noun 


syllabificationI 


IN-DEX 
STEN-0-GRAPH*|( 


OP-ER-A-TION 


• t- 

Its 

Ufi.'iy- 


wm- 


-ft V 
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MNG 

T'  ' 

)!N6  TO  66T  OBMgRAl 

I 

FILIN®  SYSTEMS 
TL  ORDER  OF  FILING 
S 

0 UNDERSTAND  »N* 

OCKDURES 

r INDEX! NS 

'le  AMD  FILIN®  IN* 

(TBIS 

IDIVIDUAL  PRIN- 

INOEX  ORDER  FOR 

JfilUSUAL  ITEMS 
OF  PRINCIPLES «> 
’ECIFIC  PURPOSE 
SXIK6  PROCEDURES 
FILED  ITEMS 
EEDED  INFORWvTION 
OR  FILIN®  UNUSUAL, 
, Hinter,  R,: 

A.;  MucARTHur,  K- 


APPtlED  V0CA8UIARV  - SPELUMS 


APaiED  GRAWAR  • USAGE 


I. 


REVIEW  OF  DICTIONARV  USAGE  WITH  l,  VERS  TERMS 
VloraS  OF  LESSON 


A,  Locating  woro(s) 

OaPLHABETICAL  ORDER 
S}locating  page  (guidewords) 

^IlOCATING  word  ON  PAGE 

B,  Selecting  correct  form  of 
WORD 

I )parts  of  speech 

8)PLURALS,  VERBS,  INaECTIONS, 
DERIVED  WORDS 

C.  Correct  pronunciation 

I ) UNDERSTANDING  PHONETIC 
SYMBOLS 

8)READING  FAMILIAR  WORDS  IN 
PHONETIC  form:  EX,  KEY  - 
KE 

3)svllaeificat»on 
a)prihary  and  secondary  stoess 
(accehtJ 

D.  Class  made  chart  of  dictionar'' 

INFORMATION  FOR  WORDS  OF 
LESSON;,  EX,  1 

WORD  (SPEECH  PARTS  

f.  Index  jNout-W'ERS 
2.  Stenographic  adjective 


A,  BEING  VERBS  (EX.EE, 
AM,  BEING,  wa?5 

B,  TRANSITIVE  VERBS: 
TAKES  AN  OBJECT,  EX, 
SHE  TYPED  A LETTER 

C,  INTRANSITIVE  VERBS: 
DO  NOT  TAKE  AN  OBJEC 
EX,  »IE  ARRIVED  LATE 

D,  CONFUSION  OF  TRANS- 
“ ITIVE  AND  INSTRANS- 

ITIVE  VERES,  EX,  LIE- 
LAY,  RISE-RAISE 


«THOI^  A®  miERIALS 


I.  FILING  INFORMATION 


K Reading  to  under. 
“*  STAND  AND  FOLLOW 
SPECIFIC  PRIN- 
CiaES  OF  INDEXING 
GENERAL  OFFICE 

TOTllpHApr 
g'A.  2^26;  CLERICAL 
OFFICE 

UNIT  7,^RT  1-5 
B,  aASS  DISCUSSION 
OF  THE  MEANING 
AND  ORDER  OF 
FILING  PFOCFDURES 

2.  Dictionary  usage 

WITH  WORDS  OF  LESSOII 
MOST  OFTEN  MIS- 
SPELLED AND  MIS- 
PRONOUNCED, 


EVAUMT1<M 


> FILING  INFORMATION 
A.  INFORMAL  EVALUATION 
OF  aASS  UNDIRSTANDIHS 
OF  FILING  PRINCIPLES  AND 
USE  OF  alphabetization 
8,  ARRANGING,  INDEXING  AND 
FILING  ITEMS 

C.  teacher-made  test  of 

ABILITY  TO  LOCATE  VfORD  IN- 
FORMAT!0^4;  EX.  FILL  IN  WORD 
information  CHAFT  {see 
sample  Applied  Vocaeulapy- 
Spelling.  Unit  I - D) 

D.  spelling  test  of  ability 
to  rom  plurals  and  change 

PARTS  OF  SPEECH,  EX'. 


5.  Operation  Noun 


SYLLABIFICATION  PRONUNCIATION 


IN-DEX 
STEN-O-GRAPHcIC 


OP-ER-A-TION 


NYDEKS  ^ 
STAf^-O-QRAF-IC 

OfUA-l?A-TIOK 


RELATED  WORDS 


IN-OEX-ES,  IN-DI-CES 
(STEW-t»G*RA-PHy) 
i$TE-NOG-RA*PHER) 

op-er-ate 

OP-ER-A-TOR 

OPER-A-TIVE 


WORD 

BUSY 

BOX 


OPERATION 


NEW  WQPD 

•> 


F. 


ADD  "EST” 

PLURAL  

BOXES 

COMPLETION  TESTS  TO 
SELECT  CORRECT  FORM 

1 )  PLURAL  OF  NOUNS 

2)  CLASS  OF  VERBS 
riCTATION  OF  NOUN  AND 
VERB  FORMS  OF  LESSON  IN 
FILING  CONTEXT 

Teacher  Reference: 

BUSINESS  gjGLISH. 

UNITS  2-5 
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PART  I 

^^UORUHtT-CflWWtT 

iJXJXL  (Cohtinued) 

2.  0tCTtO?<^RY  USA6E  IM  FtirHS 


• -SCARP  ' OF  glWCATr^^  cm  OF  -HSW  YORK 
mWjWER  pevaoPiCMT  TRAIHtWS . g^f^- 

COORSE*  OCCUWTtONS,  SPECIFICS  > 

TYPIST  - KEYPUNCH  VERIFIER  - BOOKKEEPf 


CIOCK  HOURS 


APPLIED  READIW  CONPREHEHSfON 


2.  REFER  TO  ABOVE 

imrwmmrm 


m 


ApaiED  yommm  * spsaiw 


8.  DICTIONARY  WORD  STATOARPS 
A«  UNOfRSTANDINe  THE  CORRECT 
VDRD  HEAHINC  !N  A PARTI  CUtAR 
CONTEIT 

OiDENTIFYINC  GENERAL  DIC« 
TIONARY  MEANING  {%):  EX. 

TYPE  - KINO 

8)I0ENTIFY|N6  REUTEO  AND 
SPECIALIZED  KEANIN6{$): 

TYPE  - TYPENRITINC,  PRINT 

B.  APPLICATlim  OF  NORO  STANDARD! 

I )aCCEPTADLE  LAN6UA6E 
8)aVOIDANCE:  SUNG^COUOOUIAt, 

POETIC.  ARCHAIC 

C.  LEARNING  COMMON  DICTIONARY 
ABRREVIATIONSt  0t,  AOJ.? 

ARai.;  PL. 


APaii 


t. 


4}X»| 


BOJ 


B. 


t)C 


c. 


D.I 


ANi 

si 


V/ 


i«y 


Mi 


■■■r': : V- ;■  j,:/; r-.:. ' ■ 

' ' ^ ^ . v ■ ^ . 

- : ' 


: I'-::  . •.  , . . ■■  ■ - T' ■ • ,■■/  ' !'  V-'-.-  ; ' ;' 

< 'X  . ' .•■;  • ■ ' . : V-;.  / .,  'V  A'-',;. 


Mm!i^^MLmMiMMMMM 


■;y 


V 


■■ei^RD  OF  EDWCATiBR^^:-  Cm  0F--«SW  YORK 


H^MPCWEK  DEVElOPWEWr  TfaiHtHS  PRO^RftW 


COURSE:  ^0***^*^  OCCUWrrONS,  SPECIFICS  • WNGUASE  ARTS 

TYPIST  • KEYPUNCH  VERIFIER  - BOOKKEEPING  MACHINE  OPERATOR  - MEDICAL  RECOIL  CLERK  « STENOGRARIER 


m twminmm 


APPLIED  VOCABULARY  *•  SPaUlil6 


mim  cRAmAR . usace 


METHODS  AMD  HATERIAIS 


EVAUjyLTIOMS 


lOVE 


O 


AND 


2.  DICTIONARY  WORD  STAfDARDS 
^ WN0fRSTA«DJH6  THE  CORRECT 
WORD  MEAWHe  |H  A PARTI  CtAAR 
CCWTEXT 

l)lDENTIFYiNC  CENERAL  DIC« 
TIOHARV  MEAMIKG  (»):  EX, 

TYPE  - KIND 

2} IDENTIFYING  REUTED  AND 
SPECIALIZED  NEAN}NO($):  |X. 
TYPE  • TYPEWRITING,  PRINT 
APPLICATION  OF  WORD  STANOARKi 
I )aCCEPTAOLE  UN6UAGE 
tiAVOIDANCE:  SLANG, COU.O<}UIA&, 
POETIC,  ARCHAIC 

Learning  common  dictionary 
ABRREVIATfONS:  |X,  AOJ.J 
ARCH,;  PL, 


B, 

mmT 


C. 

<p»  ■ 


2.  NOUNS 

^Tormin©  plurals 

OF  NOUNS  ENDING  IN: 
»)V,  EX.ATTORNEV, 
ATTORNEYS,  FACILITY, 
FACILITIES,  SUPPLY, 
SUPPLIES 

2}0,  i^.ZERO,  ZEROS; 

HERO,  HEROES 
»F,  FE,  K,  HALF, 

halves;  safe;  SAFESj 

PROOF,  PROOFS 
4)x,  CH,  SH,  K,  BOX, 
boxes;  church, 
churches;  wish, 

WISHES 

B.  FORKING  PLURALS  OF 
COMPOUND  NOUNS  AND 
TITLES 

I )COMPOUND  NOUNS,  EX. 
MOTHERS*  I N«UW, 
GENERAL-MANAGERS, 
EDITOR$*IN-CHIEF 

2)titles,  ^.Misses 
Hart  or  the  two  Hiss 
Karts 

C.  USING  apostrophe  WITH 
auRALS,  D(,  C,0.D,‘s; 

the  TEMPERATUrai  IS  IN 
THE  60*S;  DOT  at  l*S 
AND  CROSS  aL  T*S  , 

D. UMUSWAL  aURAL  FORMATIfN 

^.CHiLo,  children; 

HAH,  HEN;  INDEX, 

INDICES;  DEAR,  DEER 


2,CmOE  FOR  DICTIOHARV 


aTwebster’s  new  WORta 

•incfiM¥o?'ifHp 


B-CRAm,  Doris  h. 

^RD  SPaUNG  PRO. 

wmi 


FTon  W 

isossir” 

FLOYD  L.  CRANK  L 


C, 


Hurv  E, Connelly, 
HCGRAWHILL,  M.Y., 
1962,  Part  i,Les,  4 
Class  wart^  and 

LISTS 

1) dictionary  inform- 
ation FOR  words  of 

LESSON 

2) LIST  of  USEFUL 
DICTIONARY  AB- 

BREVf Arrows 

J)$aF-STUDV  LISTS 

A.  SPELLING  RULES 

B. MEANfMG  OF  DIF- 
FICULT OR  CON- 
FUSING WORDS,  |X, 
FACILITY,  COi- 
LOOUia  H^ITENCE 
I RAISE  W t 
raise  the  LEVER 

Teacher  Referenc 

BUSINESS  ENOUSH 


UNITS  3,4,5,  FOR 
CORRECT  USE  OF 
VERBS  AND  THE 
SPELLING  OF 
NOUN  FORMS 


2.  DICTIONARY  ABBREVIATteN  TESTS 
A,  READING  ABBREVIATIONS 

0m 

e,  WRITING  ABBREVIATIONS 


|er|c 


PASS  4 


ri 


PART  I 


^RD  ,0F  SDUCATIOW  » CtTY  Of  NEW  _Y0fa 
MWIWER  DEVELOP>eMT  TRAHjlMS  PROGRAM 

COUKf:  COMMERCIAL  OCCUPATIONS,  SPECIFICS  - LANGU 
TYPIST  - KEYPUNCH  VERIFliR  - BOOKKEEPING 


MAJOR ‘UNIT-CONTEKT 


UNIT  IV. 


I.  OFFICE  PRACTICE  TRAINING 

A.  «£TTIN6  ALONG  VITH  CO-VORKCRS 

1 ) MHAT  CO-VOWiWt  WCCT  OF  YOU 

2)  OFFICE  PROTOCOL  AND  CONDUCT 
EVALUATING  YOUR  PERSONAL 
QUALITIES 

B«  MifTirK  THE  PUBLIC 

“ I } ' Tclephoiie  procedures 

A. COURTfSY 

B.  TELEPHONE  PERSONALITY  AMD  SPEECf^ 

(pronunciation  and  usage) 

C.  MAKING  OVILS 
D«  RECEIVING  k RECORDING  CALLS 
E.  DIRECTORItS  AND  DIALING  SYSTEMS 
2}  RECEPTIONIST  TRAINING 

A. QUALITIES 

B.  GENERAL  DUTIES  J0C.  RECEIVING 
CALLERS;ANSMERIN6  TaEPHONE 

C. aASS|FY  CALLERS  « ESSENTIAL 
INFORMATION 

D. ANNOUNCING  VISITORS 

E. RECEPTION  RECORDS 

F. RESPONSieiLfTtES  TOWARD: 

V B^PLOYERS 

. CALLERS 
. OTHER  EMPLOYEES 


CLOCK  HOURS 


APPLIFD  READIMS  COMPREHENSION 


I.  READING  TO  UNDERSTAND  HUMAN 
REUTIONS  IN  OFFICE  WORK 
A,  READING  FOR  GUIDE  RULES  «• 

**  WINNING  FAVORABLE  REACTIONS 
DC.  P£(»>LE  ARE  DIFFERENT, 

MEET  OTHERS  HALF  WAY, 

RESPECT  THE  FEELINGS  OF  OTHERJ, 
USE  EXAMPLES  TO  FIND  GENERAL 
RULE  FOR  UNDERSTANDING  PEOPLE 
e.  SaECTIVE  READING 

Oreview:  author»s  use  of 

HEADINGS,  TOPIC,  AND  SUM- 
MARY SENTENCES  TO  HIGHLIGHT 
MAIN  IDEAS  IN  HtMAN  RaATION^, 
2)SaECTI0N  OF  PERSONALITY 
PROaOIS  FOR  GROUP  DISCUSSIO  I 
EX.  WHAT  IS  THE  MEANING  OF: 
"do  your  full  share,  WHY 
ARE  SOME  PEOPLE  HARD  TO 
. PLEASE? 

c.  Interpreting  reading  content 

THROUGH  ROLE«PUYINC: 

•Iqffice  situations  mentioned 

IN  THE  TEXT 

2)FAMILIAR  BUSIHCSS  FACE  TO 
FACE  OR  TaEPHONE  SITUATIONS 
READINGS  TO  KaP  YOU  UNDER- 
STANO  YOUR  PERSONALITY 
DO  I EXPECT  TOO  MUCH  OR  TOO 
LITTLE  OF  MYSELF  OR  OTHER 
PEOPLE?  What  traits  do  people 
HAVE  IN  COWtON?  OO  I RECOWIZE 
THE  DIFFERENCES  IN  PEOPLE? 

E. REVIEWING  TEXT  CONTENT  FOR 
* SPECIFIC  OFFICE  PRACTICE  IN- 
FOnMTtON 

I )SKI«WIN6  OR  FAST  READING  TO 
SEMRATi  DETAILS  NEEDED  TO 
A.  SPECia  SITUATION,  G(, 

HOW  DO  YOU  CUttIFY  A 
CALLER?FRSnD  OF  THE  BOSS? 
CUSTOMER?  CREDITOR? 


APPLIED  VOCABULARY  • SPEUING 


I.  CLASS  DISCUSSION  OF  tK)RD  ERROR! 


m UftjYlto  W HoTfrAkTife' 

A.  CONFUSION  OF  MEANING  OF  WORDS 
" THAT  SOUND  ALMOST  ALIKE 
N0RAL-M0RALE;PERS0NAL- 

pERsoma 

B«  SPaLING  ERRORS  DUE  TO  INCOR* 
" RECT  OR  INDISTINCT  PRONUN- 
CIATION  EX.CO-OPERATION- 

corporatTw;  persecute- 
PROSECUTE 

C.  SPELLING  ERRORS  DUE  TO  CON- 
“ FUSION  OF  COmON  PREFIXES 

AND  SUFFIXES. 
(des-dis)cription 

(PER,PRE,PRO)PAID 
RE^NS(AaE,  IBL£l 
dipe«d{aht,cnt) 

D.  WORDS  ;that  must  be  pro- 
nounced AND  SPELLED  CAREFULLY 
W.OEFIHITaV,  ESTIMATE, 
INTELLIGENCE 


APaiED 


I 


.OF  IDUCATION  > CITY  OP  HEW  VOf^^ 
IWiPOWER  DEVELOPSCNT  T(^INt{«  PfiOSRW 


COUWE:  COMHERCtAL  OCCUPATIOfiS,  SPECIFICS  - LANGUAGE  ARTS 

^PIST  - KEYPWim  VERIFIER - BIWKKEEPI^  WCHINE  OPERATOR  « MEDICAL  RECORD  CLERK  - STENOGRAPHER 


CONPREKEHSION 


APPLIED  VOCABULARV  » SPELLiNO 


leRSTAND  HOHAM 
OFFICE  WORK 
«IIDE  RULES  - 
ABLE  REACTIONS 

:e  different, 

ALF  IMY, 

EELIN6S  OF  OTHER^, 
TO  FIND  GENERAL 
RSTANDING  PEOPLE 
ING 

OR*S  USE  OF 
PIC,  AND  SUM- 
ES  TO  HIGHLIGHT 
N HUMAN  RELATION|i. 
PERSONALITY 
GROUP  DlSCt^lO 
THE  MEANING  OF: 

L SHARE,  VHY 
LE  HARD  TO 

EAOING  CONTENT 
LAYINQ* 

TIONS  MENTIONED 

INCSS  FACE  TO 
WONE  SITUATIONS! 
LP  YOU  UNDER- 
DNALITY 
HUGH  OR  TOO 
F OR  OTHER 
MITS  DO  PEOPLE 
Do  I RECOGNIZE 
IN  PEOPLE? 

CONTENT  FOR 
PRACTICE  IN- 

1ST  reading  TO 
ILS  needed  to 
rUATION,  Sk, 
XASSIFY  A 
M»  OF  THE  BOSS? 
KEDITOR? 


I.  CLASS  DISCUSSION  OF  WORD  ERRORS 


TH  wRiflfe  Ai^  NOT^Airnig* 

A.  CONFUSION  OF  NEANIN6  OF  VOROS 
THAT  SOUND  ALNOST  ALIKE  |X. 

noral-morale;personal- 

PERSONNEL 
e«  SPELLING  ERRORS  DUE  TO  INCON* 
RECT  OR  INDISTINCT  PRONUN- 
CIATION EX. CO-OPERATION- 
CORPORATION;  PERSECUTE- 
PROSCCUTE 

£«  SPELLING  ERRORS  DUE  TO  CON- 
FUSION OF  COMMON  PREFIXES 
AND  SUFFIXES. 

(des-dis)cription 

(PER,PRE,PRO)PAID 
RESP0NS(AGLE,  ISLE) 
depend(ant,cnt) 

D.  WORDS  ;that  must  be  pro- 
NdUNCEO  AND  SPELLED  CAREFULL 
EX^pCFINjTaV,  ESTIMATE, 
INTELLIGENCE 


APPLIED  6RM4AR  - USAGE 


I* 


DISCUSSION  OF  SPEECH 

AW 


I?T' 


METHODS  AND  MTERIALS 


A.  HOW  DO  PEOPLE  EXPECT 
TO  BE  ADDRESSED? 

8.  How  DO  PEOPLE  EVALU- 
,NTi  YOU  BY  YOURSPICCI 
C.  WHEN  IS  THE  FOLLOWING 
APPROPRIATE: 

A.  FORMAL 
6.  STANDARD 
C.  COLLOQUIAL? 


i.  HUMUl  RELATIONS 
A.‘HiU)IW^  WbER. 
STAND  HUNAN  RC- 
UTIONS  AND  eON- 
fE^L 


B.  CLERICAL  OFFICE 
WtCTICE.  UNIT  I. 
nWT  II;  UNIT  6, 

nurr  I-?;  unit  lO, 

PART  l-t 
c.  jMTNODUCTiON  TO  CON 


Hutchinson  E.wiuia  i, 
Lanhan  Frank  W., 
ZiNNEM. Kenneth  Work. 
bssk«  Ewu^m  ^ 

BiaiMI»Etl£iSH  t 


EVALUATIONS 


l«  HUMW  RELATIONS 

A.  INFORMAL  CLASS  CVALUATI0I 
OF  PERSONAL  QUALITIES  FOt; 
SUCCESS  IN  OFFICE  WORK 

B.  Teacher  evaluation  of  co^  - 
Cissmss  AND  ACCURACY  IN 
NOTETAKING  FON  OISCUSSfO^H 
OF  OFFICE  CONDUCT  AND  Hif  TN 
RELATIONS 


^ hill/n.y.,191 

UNITS  I « 5 

Bole  Haying  in 

oPFict  ttMCWrafrio  I 

tITUATIOWt  EX. 

I INECEPTIONIST  AND 
CAUER  WHILE 
MPLOVIR  IS  OUT 
2)TiLBPH«NE  REQUEST 
FOR  APPOINTMENT 
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m 


pWTO  OF  -ft«QllTI0H  »>  CiW  OF  m VgRK 
jwPfliffiR  i)EVEufim  TBftiwiB,  tmmL 


mr  t 


COORSf:  OCCWHTIOHS,  SfECIFICS  » UUKaWE 

TYPIST  - B00XNEEPIH6  tMCHINE  OKMTOR  • m 


MUORiM|T>«CafTEKT 


•TJX.  (cwmwjEo) 


CLOCK  HOWS 


APPLIED  READINO  COHPREHENStON 


E«  (CtHriNUco) 

'*  t)  USINt  WADINt  T«  KXWHISe 
'YiiW  PWaOHIUTY  AND 
' PtmiNALITilS  6P  OTMfR'PtOPLp 

IN  vtuR  omcc 
aILIST  OF  EttmTIAL  JW 
RUM.ITIIS 

•Kltr  OF  SINtNOTHt  ANt 


APPLIED  VOCABULARY  • SPEaiNO  AfaiED  ON 


^ ttmofmem  ■ 

f)  CORCIBI  RCeOFD  ON  STAT»KMT 
2)  HHILC  your  VKRt  OUT**  BLIPS 

B.  TRANfiNmAL  AND  ROUYi  SLIPS 
FAOHOHLC  C©P|CP» 

£•  |NTEROO»S:tKiCAT}CKi  SYST»iB 


fHNmE 

Contents 
C«  Procedure 


Commm  rms  of  speech 
wm  {Amm)»  susv 
l^jscTtvE}*  Busiest 
(AiLixmvt)*  eusiKS»  {moun)« 
DustRS«Ks  (Piuftm.  mmVi 
(VSR8$AUiAm.9  fPJD^CTiVE} 

B.  The  *Y«  endino 

IJCNCUN)  eiTYMSITIfS 
EHYE19}  CfnwCRI^, 

CRtES-^mNB 

iHASJmm}  LAZr*LAltiR, 
LAZIEST 

AlExoamoNS  »»»  v<mel 
pftoctcM  "V"; 
A)AY«PUr«FLAYS*#LAYeO 
o|or«MhMwvs 

Cj2i1M(EVS 

£|  the  SILENT  ”E"  ENDINS: 

OAStlNO  EHBIN8SV  AND  OROP» 

PINE  THE  *E”;t  ^ ASVlta* 
AaUfSINS  • ADVISASLI* 

IISAiLS  • UtINS 
SlAiEWtlH  ENOmSftr/AND  KHIEPIM 
THE  STATE  ^ STATEMOf’, 

Lilts  « LIKELY 


IIHS 

three 

OF 

I)  NWII 

B) 

USIMO 
PftlNS«S( 


OICAT 

ns 

late 

3}objec 

OfVEj 
4)0aiEc 
I «AY 


-L. 


Iff- 


V A 


ERIC 


V 


I 


i 


•^liD  eF  :a>OC^?l(W  * Ciw  HEW  VDfMC 

.IMEa^ 

coy^.  CflWgRCfAl  OSCUfWiTfOHS,  SPECIFICS  * LAHBW6E  jUCTS 

TYPtST  - BOOIOCgFIWS  mCHIME  OKBWDR  » KEYPUNCH  VtRIFtER  m IgPICAl  flECOflP  CLEWK  * STEMOCBfcPHF^ 


NmENENLtON 


n nuNiiK 

V MD 

IF  tnftitFiioFiK 

friM.  -m 


tlfWL 


AFail^  VOCABUtARy  • SFCaiW 


t* 


^tai  sPEiiiMs  cfwieEs 


a. 


St 


COMPARIIIF  FmS  OF  SFECCH 
W BUSY  (AmttBi*  908Y 
lAOJEcnve^*  eiiti«ET 

(AOJtcTiytK  eostne^  (noun)* 
BtmimmM  (FioftM.  noun); 
|]|(:im  (VEMi)f^iAM.5  (AftJttcreyc) 

8*  The  “Y"  ENDtNO  ot* 

I } (NOON)  em*C|TIE$ 

£)(v8»)  emwcRiis, 

CmtlHCRYINB 

9)(M»E6rfV£}  UIZr*LAtltN, 

uztctr 

4)Exc»Timt  mm  vena 

FMCEiSN  "V”: 

A) AY«IMy*i1^ir«-nAYEO 

B) 0VW»0V*MIYS 
C|1Y*KEVS 

Cf,  T>K  StUNT  EMDINt: 
l)AINtN8  EHB|NOS':::'AND  IMOF* 
FINE  TNI  *E”|  MVin- 
AtViSIHI  - ABWIIMNJ,  «E» 
USAKE  • «ilN8 

ijAmm  EN^imr/AMD  kiefini 
THE  "e*;a;  wate  • etai 

LIKE  * LIKELY 


AMltEP  6MIMUI  • USA6E 


NETNODS  AND  NATERIALS 


A.  MitANINE  # mONSUK 
1>  Three  tvfee  (eASet) 

OF  momms 

i)  NONIiMTIVt 
e)  ofiJEeTivi 
^f.FiSSiSSIVE 
^ UsiMi  THE  imasm 
ffmmi 

OstaKCT  CF  VERB  - 
1 TVFift  TM  eO^ISE 
S^I  ff^  IN  THE  Pfli* 
DICATE  • ITvIMS 
fit  li^  ALNAYS  CAKE 
LATE 

5)0bje€t  of  verb  • t 

JX 

AlOEJEer  OF  FREFOSITjOH 

I mm  IT  TO  HIM 


Commonly  coNFii^Bt 

MFat,  Rais  FOR 
OHANirNB  ENDIHOS 
OF  NORCO  (Referee  m 


iSiw  I, 

ftNlT  tf,lStt«NS 
t4*90;S»mtR, 
CKAFTtR  & 
ImiioeocrioN  to 
fronouni*Rcec, 

, FiLiNo  mmmsm 
r&mt  fuuTi  aiFS, 

LOOS  OF  CALLERS, 
*nRtlLE  Y0«  NERS 


ENMLUATfONS 


TEACHIft  MACS  COMPLETION  OR 
MULTIKE  CHOICE  TEST  ON  OFFia 
FORME  |gC.  IHEQUItITION  IS.  OSEO 


FOR. 


Si» 


£• 

Sa. 


IHTOMfH#  mfT  OF  COMMONLY 
FtOED  WOftSS  NI1H  MEANING  ^ 
FRINCIFiE  * FRIMCi^ 

SELECTiOn  TBIT  OF  Cl®»mY 
COMFHSE#  AF5im:  FORPOSE  ' . 
FpOFOM 

DICTATION  TEET  e»IH8  W5«e» 

OF  LiSOOM  THAT  SNC  IN  *y" 

OR  IN  fltiNT  •§*»  aa  18 

OFFICE 

Class  iyaluation  of  i^ilitv 

TO  lOEKTIFy  omiELF  NIIH 
ROU  IN  OFFICE  SITltATION  BL 
THE  ENFLOVflt  HAS  ASKEO  A CO» 
NOMCCN  TO  TTFC  A LETTER  AT  ^ M 

»»  OF  THE  MY*  ItttiuB:* 

ENR  ASKS  VM  TO  C^RT^. 
«HTCHMAR»  NHIU  SHE  TYPES 
THE  LETTER. 


OF  £mmiC?4  * cm  OF  HOi  YGi^K 


mW^ER  DEVgLOPH-^  Tf^?H{^  fm^RfeK 


PART  I 


COURSE;  CW!MEf?CrAL  OCCUPATfOf'IS,  SP£C}F?CS  - LA!«UA&E 

mw X».  wW«^  Mi»(w«m«-y],%f»vwy «,  iru ^ » ■«w»i'  <»r.>f W ^W»*<W  v0W<»i 

TYPiST  ..  KEYP.iN'Cf'  Vef-TrltR  • rOCKKEEPIfJG  mCHf 


Tv^sUH-'T^CONTEKT 


/4 


UNIT  V. 

hice  PAIL  OPERATtOMS 

:iA.N0i.«NG  iMCOMiNC'  Milt 
1 5 PPceiviMs  fJJuit 
Opening  Muil 
A,  Protecting  Contents 
B*  Examining  Contents;  Handung 
ENaOSURES 
c*  Sorting  mi  it 

D,  Time  and  Date  stamping 

E,  Fotto«-up  Records 

F,  SPECIAt  PROBtEHS 

{Return  Receipt,  insufficient 
Postage) 

Routing  Mml 

A.  To  INDIVIDUALS  OR  DEPARTMENT 

8*  '’Referred  to"  slips  for  the 

ATTENTION  OF  SEVERAL  PERSONS 

c.  Preparing  HEwoRAiraA 

. handling  outgoing  hail 
i)  Collecting  Mail 
i]  Disposition  of  carbon  copy 
?}  Checking  addresses,  signatures, 

ENCLOSURES 

4)  Sorting  mail  '(aASS  or  type) 

5)  Folding  and  inserting 

MuntaihinsThe  Mailing  List 
i}  Removing  names  of  non-respondemts 

t]  CHECKIN®  LIST  WITH  NEW  DIRECTORIES 
AND  SALES  ^ ACCOUNTING  RECORDS, 


CLOCK  HOURS 


J 


tr 


AmiFD  S£A0{f«  C0HPI5SHCHSI0M 


f,  READING  TO  UNDERSTAND  OFFICE 

rniTWMTIlg' 

A,  VlSUALZING  &ESSES  DURING 

Reading  of  Text  , imagine 
Yourself  performing  tasks. 
EX,  Opening  Hail  safely  with 

HBCHANICAL  LETTER  OPENER 

EX,  Folding  and  inserting 

LETTER, 

B,  DESCRIBE  PROCESSES  WITHOUT 

Referring  to  Text 


APPLIED  vocabulary  - SPELUMB 


I,  CORPESroNDEUCE  DiFFICULTlESi 

Ig" AFHl^gOiCTgAiirn^G 

ATTof-ir^ircSifjFus® 

l)  "ABLE  • IBLE" 

. EX.  Permission  - Permisssable 

Division  « Divisible 

Depend  - Dependable 

Receive  v-  receivable 

2}  "FULL"  AS  AN  ENDING 
EX,  HOPE  Hopeful. 

SK I LL-SKILLFUL-SK I LLFULLY 

?)"sede»ceed,  cede" 

EX.  SEDE-SUPERSEDEfONLY  ONE  WORD) 
|T.  CEED-PROCEED,  SUCCEED,  EXCEED 
(ONLY  THREE  WORDS) 

All  OTHERS  USE  "CEDE" 

EX.  Precede,  concede 
bTAdding  Prefixes;  Dividing 

WORDS  TO  DETERMINE  IF  CCF30NANT 
DOUBLES 

USE  OF  S AND  ^ 

MtS+SPELL  « MISSPELL 

dis+appear  * disappear 
£X,  Use  of  H and 

UN+ABLE  » UNABLE 
UNHIECESSARY  •*  UNNECESSARY 

c.  Words  commonly  misspelled  ome 
**  TO  confusion  of  meaning. 

MALE  • MAIL 
FORMERLY  • FORMALLY 
eOlWTRIES  - COUNTIES 
eiLLED-BUIU>-BUlLT 
ACCEPT-EXCEPT-EXPECT 


APPLIED  6 


I,  USE  OF  e 
"SlPAflAtoF 
A,  To  SEPARA 
PARTS  OF 

OSeries:  TH 

WORDS,  Pfr 
CLAUSES  I 

2) CCf4POUNO 
TWO  OR  MO 

CUUSES 

3)  USE  OF  C 
IN  PUCE 

EX. FISH  OR 

J]  After  i^N 

WORD,PHRAi 
ex,  ACTUALL 
KNOW  F 

While  th 

AVAIUBLE 
B,  To  SEPARA 
STRICTIVE 
WORDS  OR  i 
I JPARINTHETI 
MR.  JONE 
COURSE, 
BlSXPUNATl 

JONESft 
COMING,  W 
IT  TO  YOU 
3)APPOS|TfV 
EX.  MR.  JONE 
HAN,W|LL 
4}CALENDAR 
and  CITIE 


. , SmJCATIO?;  * CITY  GF  NEM  VP!»K 

mmuBR  mwioppem 


COttRSE;  0CCUPAT!0?jS,  SPECtFfCS  » lANGWGE  ARTS 

TYPiST  > KEYPtt?jCH  VERIFIER  » ^■OCKKEEPl^iG  mCHtNE  OPERATOR  =»  MEDtCAL  RECOf^  CIEPK  - STE^OGP/<Pf^ER 


5HEHSI0H 


OFFICE 


s During 

MAGINE 
TA5KB, 
(SLY  WITH 

:ner 

RTINO 

Without 


APftlEO  VOCASWLAR'r  - SPELIING 


S.  CORRESPOKPEnCE  D{FFICULT[£$t 

^rcW-WNiy  CONFUSED  WOf^D  ENDINGS 
f ) "ABLE  - IBtE” 

EX.  Permission  - Permisssable 
Division  - Pivisibie 
Depend  - Dependable 
RECEIVE  V.  Receivable 

"FULL'*  AS  AN  ENDING 

EX,  Hope  -■  hopeful. 

SK I LL*Sk I LLFUL-SK I LLFULLY 

3)"seoe*ceed,  cede" 
sede-supersedeConly  one  word) 

|£.  CEED-PROCEED,  SUCCEED,  EXCEED 

(only  three  words) 

All  others  use  "cede" 


APPUED  GflAma  * USA6E 


I.  USE  OF  COf^  AS  A 

"separator  ^ 


EX.  Precede,  concede 
BTAdding  Prefixes:  Dividing 
WORDS  TO  determine  IF  CONSONANT 

doubles 

EX.  use  of  S and  ^ 

MlS+SPELL  » HISSPELt 

Dis+appear  * Disappear 
Use  of  s and 

UM+A8LE  « UNABLE 
UN+NECESSARY  » UNNECESSARY 

c.  Words  commonly  misspelled  due 

TO  CONFUSION  OF  MEANING, 

MALE  « MAIL 
FORMERLY  • FORMALLY 
COUNTRIES  - COUNTIES 

billeeh-build^built 

ACCEPT-EXCEPT-.EXPECT 


METHODS  AND  WTEftlAtS 


A.  To  SEPARATE  SUCCESS I Vi 
PARTS  OF  A SENTENCE- 

i)Series:  Three  or  more 

WORDS,  PHRASES  OR 
CLAUSES  IN  SUCCESSION 

e)CmpoijND  Sentence: 

TWO  OR  MORE 
CLAUSES 

3)  USE  OF  CONJUNCTIONS 
IN  PLACE  OF  COMMA 

(EX. Fish  or  meat  or  eggs 
4)  After"Tntroductopy 
WORD,  phrase  or  CLAUSE 
» g(.  Actually,  we  do  not 

KNOW  FOR  THE  PRESEI^ 

While  the  returns  arc 
AVAfUBLE 

B.  To  SEPARATE  NOI4*RE» 
STRICTIVE  (uW^ECESSARY 
WORDS  OR  EXPRESSIONS) 
l)PARESTHET|C  REMARK, 

§x.  Hr,  Jones,  will  of 

COURSE,  OM.L  YOU 
2) EXPLANATORY  CLAUSES 

K,mr,  Jones,  who  is 

COMING,  WILL  EXPLAIN 
IT  TO  Yoyf 

:?)appositive 

HR.  Jones,  our  sales-i 

HAN, WILL  CALL  YOU 
A)CALENOAR  DATES,  STATES 
AMD  CITIES 


I. OFFICE  W a OPERATIONS 
A,  Reading  to  ujiderstaid 
OFFICE  MAIL  OPERATIOlfs 
GEHERAl  OFFICE  PRACTICE 
CfW>, 


EVAIUATIOHS 


20-22 

CtERICAl  OFFICE  PRACTICS 


Unit  9,  Part  1,2 
B,  Spelling  e Meaning  01 

INDEPENDENT  COMMONLY  CONFUSED  WORDS 
I )AfFIXES-SHEFTER, 
pp«  54*^ 

2) PRONUNCIATION  AND 
MEANING  OF  NEAR 
HOMONYMS 

WQRDS-WOfa)S-WORDS 

5OT 


PP« 

Capitauiation  of 
Names  and  Tiues 
f^ED.  IXVITS  17,18 
I )Class-made  list  of 

IMPORTANT  GRAMMATICAL 
TERMS  EX. 

TERMS 

’•  A)  Series 
e)  Compound  sentence 
fe MEANING 

•'  List  of  things  of  the 
SAME  KIND*  (steps) 

HAS  TWO  OR  MORE  INDE- 
PENDENT CLAUSES 
OUST  OF  USES  OF  THE 
COMMA  - ONE  EXAMPLE 
OF  EACH  USE (REFERENCE 
MAJOR  UNIT  V,FUNCTIONAl 
GRAMMAR  USASETT^'TT 


!.  OFFICE  MAIL  OPERATION  AND  USE  OF 
— 

A,  'SadTng  TESTS 

1) |NFOfaKAL  EVALUATION  TO  VISUALIZE 
AND  REMEMBER  ROUTINE  MAIL  PRO- 
CEDURES, 

2) Chart  Interpretation 

B.  Vocabulary  spelling  tests  of 
frequently  CONFUSED  WORDS: 

OUCTATING  SPELLING  WORDS  (iN  CONTEXT 
WITH  CONFUSING  AFFIXES* 

2)MAVCHIN6  vocabulary  WORDS  WIT)I 
DEFINITIOI^ 

C.  GRA/WR  USAGE  TESTS 

llCAPfTALfZATfON  TE$t: 

Personal  names,  Titles, 

Publications,  places.' 

2) Uses  of  the  comma  test 
a) Punctuating  swiple  sentences 
Reference  REED.  Units  17,  is 

D.  WRmtlQ  MEANING  OF  J 

“ I ) KEY  GRAMMATICAL  TERMS  USING  ruaftm 
2)  FAMILIAR  TERMS;  CLAUSE,  COMPOUND 
SENTENCE,  AND  PHRASE 

9)  New  terms:  parenthetic,  ex- 

PUNATORY,  APPOSITIVE 


..  <.Ki 


; r v: 


MLI 


CflUHSE:  CCMMERCtM.  .OCCUPATIONS,  SPECIFICS  - UWGUW 
TYPIST  • KEYPUNCH  VERIFIER  - BOOKKEEPING 


HfU0RtJNlT««3HTafT 


CLOCK  HOUflS 


APPUED  REAfillK  CfiNPREffNStON  I APPLiEU  V!KA8ULARY  . SPEaiNO 


APPLIQIO 


eT  V. 

^^^:TAL  SERVICES  AND  REGUIATIONS 

A.  Mcjt  CLASSES^ 

■“  I)  Pdstai  Ratess  By  ohiY,  By  Weicht 
2}  MAILim  RESULATION  for  SEALJWe, 
SflE,  CONTEKTS,  NRAPflNO 

B.  riH,K  NAiLtNo;  Wetereo,  Stank;, 
Pimir  IMPRINTS 

C.  St>EciAL  Postal  Services;  Air  Mml, 
**  F'ire|6n,  Insured,  Reoistereo, 

Special  Delivery 


8.  INfflWttTION  PRESENTED  IN  LIST. 

to  ‘MTf 


A,  &l  STI  fiOUl  SH I foWTION  OF 

LISTS. 

ilLlSTS  USED  AS  A SAMPLE  OR 
ILLUSTRATION:  HOH  ONE  WIGHT 

Distribute  mail  in  a 

PARTICULAR  BUSINESS  OFFICE 

Sample  Hail  distribution 
List  <refer£nce«general  OFFICE 


EX 


e. 


EX 


Btf  OF  Exact  Information 
EX,  Post  office  Lists  of  Rates 

AND  f^GUUTIONS 
8,  INTERPRETING  CHARTS- 
OReading  Title,  Using  Column 

AND  HEADINOS  TO  LOCATE 
needed  INFORMATION 
EX,  Cost  of  ^ pound  airmail 
PARCEL  TO  Zone  6 
2}U$tN6  POST  Office  Hanual  when 
Excerpted  Chart  in  text  ucks 

REQUIRED  INFORMATION 

,c.  Finding  Information  in 
Directories^ 

I ) Telephone  Directory 
a)alphabetical  name  directory 

' TO  FIND  NAME  OR  ADDRESS 


8*  SPELLING  UWES  {PROPER  KOUNS) 
^ri^ELLING  OF  name  DIFFERS  FOR 
INDiyiDUALS  A^D  PLACES  B(. 
a«|TH«SMYTHE,  JCWM-JON, 

St,  johh^s  Place 
Saint  John’s  Street 
Abbreviations  of  Geographical 

NAMES  HAVE  TO  BE  CMECKCO  WTH 
OtCriONARV  OR  ATUS 

aASSiFiED  Directory  to  find 
A TYPE  of  business 
I)  Post  Office  Directory  of 
Zip  Code  Numbers 
S)  Special  Problems* 
a)More  tiwi  one  spellinc 

OF  NAME 

8}REC06NI2|NG  DIRECTORY 

Abbreviations 


2.CAPITALI: 

mir 


AtW^Of 


c. 


s* 


i)pREFIXG 
FOUOME 
LETTER 
SPACING- 

HcINTYW 
2}PREF|X 
MACMORP^ 
Names  oi 

LOCATICI 

Parks, 
Names  0 
Govern 
Religk 
holiday: 
DAY,  Chi 
Title  oj 
CAPITALi 
NORDS  i 
EX,W0L 
F,*^ER 
CATHOLI 
TiTli 
Pres, 

KENNED^ 


D. 

I. 


. .^  


Cl  1 C!'  -^  .'. 


mm,.  CONNEKIAi  OCCUMTIOKS,  SKCIFICS  • lAWtWfie  AITTS 

tmmim  — ■— ■ ■■■■■,  ■■-■■■^..  ^ ■>.>,.  ...- - ,^-py  ^ .^, . . ^ 

TYPIST  • KEYPUNCH  VERIFIER  - BOOKKEEPING  MWHIHE  OPERATOR  « HEDICAL  RECORD  CLERK  • STENOSWPHER 


PNEHEPJSION 


APatED  MICABULARY  SKaiW 


APPLIED  GRAAMAR  • USAGE  | NETNOOS  AW  liATERIAlS 


D.  Capitalization  of 

NAPtS  AND  Tints 
DEEP.  UNITS  I7»l8t 
CUSS-MADE  LIST  OF  , 

f ' Important  granmatica . 

Terms 
i-TtiiS 
SERIES 

Compound  sentence 

R-heawing 

tlSTOF  THINeS  OF 
SAME  KIND,  STEPS  HAS 
2 OR  MORE  INOEPENDEN1 
OAUSES 


EVALUAriDNS 


) IN  LIST. 

gjifc 

riON  OF 

•LE  OR 

« »GKT 
I 

OFFICE 

ITION 

■RAL  OFFICE 


HMATION 
: RATES 


I Column 
Locate 

»IAfL 

WUAL  NHEN 
rtXT  LACKS 
i 

IN 


DIRECTORY 

»RESS 


*•  SELLING  KWES  (PROPER  NOUNS) 
l^aLIW  OF  m DIFFERS  FOR 
INDiVIOUALS  AND  PLACES 
Smith-Smythe^  John- Jon, 

EX.  St*  Joiffl^s  Puce 
Saint  John’s  Street 
e.  Abbreviations  of  Geooraphical 

~ NAMES  HAVE  TO  BE  CMKCKEO  NITH 
DICTIONARY  OR  ATUS 

C.  cussiFiED  Directory  to  find 

A TYPE  OF  BUSINESS 

1)  Post  Office  Directory  of 
Zip  Code  Numbers 

2)  Special  Problems- 
a)Hore  than  one  spelling 

OF  NAME 

B}REC00NI2ING  DIRECTORY 

Abbreviations 


2.CAPITALI2ATI0N  OF  NAMES. 
TnCET 


A*liimToF  persons 
Oprefixes  and  Me 
FOLLOLN^  BY  A CAPITAL 
LETTER  WITHOUT  EXTRA 
SPACING-0*e»  ROURKE, 
HcfNTYRE 

2)PREFIX  MACt  MACMURPHY, 

MACMORPHY 

B*  Names  of  geographical 
LocATioNSs  Streets, 

Parks,  Rivers  a blogs. 
c*  Names  of  Organizations: 
Governnemt,  Business, 
Religious  Social 
).  Holidays  u.nen  year’s 
Day,  Christmivi 
TfUi  OF  P»«lication?' 
Capitalise  au  main 
noros  in  title 
EX.WRDS-NORDS-NQWS 
F.“§THER  USES-PROPER  "AdJEi  TIVI 

.^  Catholic,  English 
t TtuE  with  nmies  jg(* 

Pres.  Johnson,  Sen. 

KENNEDY 


2.MA1L  INFOfWATION 

mm 


telephone  blRECTS- 
RIES:  CUSSIFIED  A 
NAME  LISTtNOS;  CLASS  > 
MADE  LIST  OF  TELE»» 
PHONE  ABBREVIATIONS. 
s.fesT  OFFICE  ZIP  Code 

DIRECTORY 

C.CAPfTALIZATiOH  OF 

Names  and  titles 

REED  UNIT  22 


8-  POSTAL  SERVICES  A REGUUTfS: 
A.  tuCHER^MAOE  TESTS  OF 
Directory  ifeASE 

I )TO  SELECT  NAMES,  ADDRESSE-^ 

Mailing  information 
2)To  Read  and  write  Direct' 
Abbreviations 

B.  Vocabulary  SpauNG  Tests 
Accurate  Listings  of  Names 
Persons,  forms.  Puces 

C.  INFORMAL  Evaluation  of 
Understanding  and  Usage  of 
References:  Dictionary, 
Directory,  Textbook  Index 

AND  CHART 
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MAm  6F-  i£filCA?IO«  « CfTV  .{Jf  HStf  VORK 

Ztmti  OCCUSftTlOK,  SPECIFICS  » UW8«^ 


TYPIST  * i€YPU?^CH  VERIFIER  - BOOKKEEPING 


«UeR>tlllT-€OmiKT 


iMLJhL 
% STAiffifcRO  trmR 
_ ATtRAcrivf 

i.  QtttLCTY  tvpiik  • ivo^  mmp,  a,m 

£.  P»tts  OF  A emtmn  t.mi» 

»*.  ISTOR  WACSttiiMT  ^ 
fil  <IHK  PAfE  LETTER 

fiHc«««R  ynrrfR 

E,  lETTER  STVLE 

f|  RLeCKECMIlOCtFlEO,  HSU 
E|  Wt-BLOCNIO 

4\  3l»IPtlFIEB  (RHUBL0CKE6 

wtH  ew»  mimmnm] 

F*  E«V«tCtPES 

l)  LETTCRr  VtWifiir,  LEML  SlXt 
e)  pofmAT 

fi«  CARBOn  COftES 

I)  StMOLK  m MULTIPLE 
2l  INIERTION  m REMOVAL 


CLOCK  HOURS 


Appueo  RaOlHS  comprehehsion 


APPUEO  VOCABUWI?f 


% laiBERSTAIIPIHS  m COMPARING 
STANDARD  LETTER  STYLES  _ 
SSCTIOm  Divisiqiw  FOR  RIL6TIB 
tMFORMATtflli  ' ' ' 

1} 


m »wf  jm»nwiww»iw 


rnmm 


SPEiXIHG 


X,FREQQEIfaY  NISSmiEB  WORDS  * 

SIMPLE 

OlRmUW  wsm^z  FORTY, 

- «TRAIiHT 

IBSmfflN®  SeCTI<m  WVISI^  2}HOIfOMm  ^8  HOOR«»eWIJ  THERE* 
BY  S1T!U&TURE  A*B»  TTPOOWHIClL  yHEIR 


AfSSi  (tltAOI(«Ot,  CHAini) 

2)  COM&IHtllO  IMFORMATtOH  OF 
(aLATEO  fscreoHS, 

OF  fMAMMEis 

Litr  OF  mm  of  Lenift 
B>  SPSCIFtC  IHFORmTION  FOR 
EACH  MART  OF  LITTER 
SlCFFlCfEHT  RffADiME  TECHNIQUIS 
AiStTEMNININB  UCE  FOR  LETTieR 
It^FORMATfOM 

Blmp  TEStiHo  rm  mm  and 
mmm  EssiNTtAL  mmmim  t 
llSKfM  laeTIOM  alTESfT  IMMfORT 
i)ei«0K  VITM  PRIHreB  KATERIA  ► 
c)Amy  APPROPRIATE  REAOtHO 
TfCHHtQOEK  FOR  'NEEDED 
eiFKASfS  AND  tPCClFlO  eCTAtLfC 
($St  MiTMODi  A MATERIALS  OF 
THIS  tWITj 

. STUDY  OF  tETKR  STYLES 
I)  iBnmmHe  onsAHiSATtoN  of 
IHFORNATfl^  MATERIAL 
A)SSRfit  OF  LiTTIRS  ILLDS* 
TftATINt  BIFFSREKT  STTLiSS 
EACH  PRECiDSD  ffV  A iRItF 
EXtNiMATSOM 

DlHECOOtHTIOR  OF  FORMAT  OF 
KAStC  LETTIR 

1) LOCATlOH»riWfNt  PiACEMEKT, 

SFACINa 

2) PUMCTATtOH  OF  PARtS  OF  LITt|R 
2|lt«»M{STAIfi»fNi  VARIATIONS  IN 

LETTER  STYLES  »Y  CCMPARIW 
WITH  aulic  tAnZR 
. AlsvFRAy,.  i 

BjsiMFLiorfY  C-?  mimmim 


m 


&»  Difficult  sm  Lons  ilws 
OeeMimY  comfdshd  »«os 

WORD  tmt  ^8  siMif4s , 

SlHSLE  A D0IN$LE  COMEOfMHTS’ 
EXt  JMagE®SSAT1S,l«C^lRILV 


;«  AmtCATION  OF  DiCTtOiiWiY  MAOe 
' t )USiNB  PROHUNCfATtCN  Jtffi) 
SYitABICATIOM  TO  VISUALIZE 
WORD  AND  IDSiTfFY  WORD  DIF* 
FiClILTISSi  laifY  FWm,  IB* 
RSmARITIES} 

aJiMtIHI  PREFElWttD  SPfU4HKI  ^8 
OITALO««A»ITALflOtlt{HMtMO^ 
9}SP«LLtllS  fmATED  WNISS  ^8 
COUimT  - COtAfTRICS 
NEaESSARY*OMHiCSS3MR|LY 
CDWHNATIOfMIE-CXANfNATlOH 


APPLIED 


%>sm 

mm 

■m 

Ajt  DIFI 


Dtprt 

JESTS 

IN  I 

llJOIMID 
A»  I 
Aco^jrg 

neithu 

FINISH 
INDEFI 
iACM^ 
»O0Y« 

A) Al»KT 
MwMMII 

B) 0lttAL 

A 1111 


mtme.u  B£ve.oF»cm^  m^m 


CflJJf^g:  COWERCtAl  OCCUmTIOWS,  SPECIFICS  » tAHWiftSE 


TVPI$T  » J€YPWfC«  VERIFIER  • BOOKKEEPING  MACHINE  OFEBUTOR  - MEDICAL  RECORD  CLERK  - rrENOGRAPHER 

nwii  »wi]iwmw>ii>Ni  I wwiirt?r/M»i<ww»^<v<w»ii<*iiynii^  m mtmn*nmmmrmmimmm  >i>»ii  ikhhkp  ,m  vm<  i 


CfillPREIIEHSfON 


ic#FK£QOEmY  HissmiEP  mm  * 

^.StMPU  iiAStC.lfORIHI 

tUntmum  wm^t  forty, 

--  «nuut»r 

sicTiom  wvisi^  ejuGMONv^  M*  rmm^ 

s m TVPOORAPHfClL  THim 


m coumRiwG 
^STYLES 
SIQRB  FOft  RfUTiO 


4ot,  wmm} 

fFOi^TfOH  OF 

rtoNi.  fm* 
UTTER  A|St4llBKT|M. 
rt  OF  LCTTfR 
t»3F0eilATieN  FOR 
T OF  umm 
}|N« 

Utt  FOR  LfTTIft 


$ rm  KWMK  em 

HirtltL  iNFORNATIC^I 
m tJTiSr  HI3MRY 
i PRIK7CD  mtlEt^rR  . 
iRIATt  RiROIflO 
^'KIRPfR 
3 IPCeiRO  BCTAtt ; 
t i HRTfRtAlt  OF 

ORSANIXATfOM  OF 
i RATERiAA 
umiR»  iu.0>* 
’^Fu^sm.fSf  • 
HER  SY  A MIliF 
R 

OF  FORMAT  Of 

t 

VMIR,  piAcmr, 


OF  fwrrs  OF  unfR 

VARtATlOf^  IH 

»Y  CONPMItEiS 

Tm 


T 


APatED  VOCABULARY  • SPEIX^MS 


APaiEO  GR^NNAR  • US^E  I AM?  MATERIALS 


pWliosM  IT  rami*® 


I* 


DiFFtCULT  m LOttO 

i)esmm,r  &mmm  tfORoo 

NQRR  FARTS  g|[T  Stffll^  , 


OR 


ATflRBjBie^ 

SjMOMMTfNi  j|(:  ffi)0IIC»L<»C«0NI1l9L 
FfRSOMHKX^NUiS^ 
SlNOLC  A BOlWU  CONBOHAilTI'’ 
EXt  i^seiglfiMTI^^ 


Sf  fm,tmm  or  uicTioiMiKiY  utAoc 

t)UOINB  PROiRMOIATIOM  AKB 
SVlLAOtCATtOM  TO  VISUALIZE 
SORB  AMO  ioeiTfFv  wm  mf^ 
FtCaTtSS(  nr  FARTS,  IR« 
RmARtTlfO) 

tJOtIM  FRIFttiRlO  SPfUJlRtO 

9)SlFfUllil  Wllllt  ils 
COOMIRT  » «VDifnt|fS 

eXAMtNATtOIMNMDMWMATIOM 


S,  iiFfias.T  ooMFOiiOO  SMiiM 


g 9tlU#J«St  KMOR 

^ DtFFiRlIKt  BmMiM  0A1|  tMtlS  X • f 

AKo  mtmm  ^ 

t«CASE:  NOHINATiVe  .(^ 

Ht),  oBanerivt  (Hiir 

pomstvi  (hisK 

s^Pesnwoi  tw$T  tmai  irtm 

A|f3S0R  (first, 'seeoMS 

OF  TKItRO  PtRSOK) 

B^NUWnt  (SIMOOLAR  OR 
Piim} 


ernmnoMs 


AEOTS  (VAFS,  MUST  AeAES 
' -.111111011101 
i)jietiie»  IV  s^'  Ml 
AND  I fm  mmm  the 
mmm 


e)40tMER  BY  OR  OR  wait  EK) 
mmmxmimfM 


mtwm  w»  WBR 
FINtSMER  VtTN  THR  lliiNail 


iNBiFtNm  WBRni 
iAOM,  tVSNYSOtY, 

WHBWf 

aIALMAYS  StNBUtAR  IN 
MAKIMB 

B)U«jAaY  MASeULSHK  mW  I iBiOlft”. 

M.T  ivenrsmr  |jg|  otvn 

A MMUS  to  1W»  WITH 


If 


LfOTIVS  notiffi  ARt  . 

<»UAU.V  SIMOULAK  Ml  P*< 

eoMPAMY,  tmiim,  4.eu»  »iac«ssto«  of 

netYtoyiL  smi.iftt» 
Aeoei^ttNT  IN  NiiMOfR  m^  n mmemm 


t«ustii«  snmTuRB  $m 
Tmmmim.  aids  r«|t 

EFFICtlNr  RtAOtWS, 
SKiMHSNo, 

$m  RSVfBN 

^•RtAOtifa  mirm  for 
UTTSR  FRI»BtlCTtON» 


Chaps* 


• UNiira 


UmSF  FORMS  (8&OOK, 
fHDtHISO)  FOR  8RIU 
IN  CXFtAIKim  F|F» 


I*  Kopsit  rm^mm 


URevinr  tut  of 
SPCLUMe  AMD  VOCAO- 
ttARv  mm  OF  Major 
«ONITS  I * 5 
2,TliT  ON  ftlFFIfilULT 
RASte  WBROS  'FROM 
Shcftir:  *tOB  Swu^ifil 
“ M8I,  WORD 
ttifi  IN  AFFUDIX 
^tnioT  AND  Ttrr  lono 
AMD  BIFFtCUILT  IffiFQS 

rtjiii  nikimft. 


CRISIS 


X0  STANDARD  LETTER  FORMAT 
^ iMFQRMAi.  EVALmriON  OF 
RBADINi-  mtLL:*. 
i#AMFTBD  Tim  USU  IH 
MCRCIAL  eCCIlPATiOMS 
JM^fWO  PRSaiTUr  AND  POtT<» 
TEST  OK  MtAMfNB  OF  LCTTER 
TESMIHOiOOY  KINDS  OF 
puMerruATtoM,  SAUfrAttoM, 
COMFANY  SIONATtJRC 
9*rey$nw  TctroF  simsNB 
UNITS  t « IV 

. 4,TUT  m tmamiL  ^muATioni 
Of  iNftfYiouAi  pfmewt  in 
I^SOUINTLY  MtStFtLUD  0«i^^ 

mmm,  words  iwm  list 
IN  -mmim} 

I*  'TUTS  OF  f^mcriONML  ©MI8W 
8SA9S 

t•Mw.Tlp|,8  csiotoe  SEiiertMo 
CORRaCT  WlONOttllS  M*  ^ 

NN0M»  THE  $mmtm  (tml 

mm  Y<KI  ARE  EXPECriHt  ft 
lirS|MITM 
8*€«ixECTivE 
IFRINi  • 

eOSMTTEE  |S  (aRB)  RE*  * 
OUCSTIMO  OUR  FtmjRE  FLAKS 

im  (WERE}  EXPt^TP  TO  CO^!S 
OH  TIMS 

^*CORRieTIOK  OF  IRRORS  IN 
iUTINeiS  OR  MRABRAFHS 

AIFORttON  NOUN  fNDtIKS  Ml 

THE  MTA  M PtNMXY  mU< 
LtOTEO  (CORUCTIONS  tHiRt} 

Ms  OWN  ANiLVSss  mm 
COMPLtTU  (OIHRiCTtON  IWlI 
StPUIRML  AHTfCURNIS  Ml  ^ 

, mmm  mm  the  ruoro 

mim  RECEIPT  AND  TOQlC 
IX  TO  THE  *0*  OFFICt  '■' 
(CORUOri^  'TOW) 

pm  t 


I 


mm  OF  ECUCATtC»}  » CITY  OF  NtW  YORK 

mmmn  oevelopmeht  TRAwtiig 


COUCWCItt  OCCUWTiOfB,  SfECtnCS  « 
TYPIST  • BOOXKEEPINS  MACHtIC  OfCMTOR 


^..^RifftT-CONTBIT 


CUICKHOtffiS 


APPLIED  SCADtW  COMPREHENSfON  1 APPLIED  VDCADDLAPy  • SimiMS 


APaiED 


(COIfriHUfS) 


IT  PRODUCTtWIECHNiOtCS 
PRfWUOriOH  OPERATIONS 

r|iiE*rrERiNe  and  stmNo  mmm 
A}TVPENRtT(N6  SCALE 
K}POLOiNO  AND  CtffTERrNO 
£)TAfWLAT|N6 
A)VERT)CAL  PUCSMEtir 
BIbACKSPACE-CENTERINO  HTTHCm 
oicOLUMN-HEADINOS 
i^lROUOH  DRAFT 
i^REPORTS 

PROOF  Reader's  narks 
1,  SPECtAL  'rVPIHO  TECHNIQUES 
r )TlHe«SAV|Nej  2}CHAtN»FtlDtNO; 
>fU,rMG-fH  FOW«  tm  REPORTS 


h 


3)ANALTZtNS  SPECIFIC  IHSTRUCTHMS 
B(:  SIN0LE  OR  iHtVfSSM.  K>- 
PLICATION  "IF  A TWED  CONPAKY 
SieiMTVRE  IS  PART  OF  THE 
CLOSINOf  IT  SHOULD  BE  TYPED  IN 
ALLMMPITAL  LETTERS." 


F. 

PEcte 

.HU 

6«  mms 

f)  IN  * 

(hhbn 

OMERA 
k)  IN 


f 


H*  PBODDCTION  TECmiOPES 
PREFER  TO  ITEM  I AMD  AP§^V 
B.PROOF  READER'S  I4ARKS 

l)SELF  TESTINS  AND  STUOVINO 
OF  UNFAHtLtAR  SYMBOLS 
alRELATINO  Of  SYMBOLS  TO 
ROUSH  DRAFT  AND  TO  COR- 
RECTION OF  BUSINESS  LETTERSl 
C.  SPECIAL  TYPINC  TECHNIQUES 
tlRELATINS  PLACEMENT  AND 
CENTERtNQ  TECHNIQUCS  TO 
COtIMf  HEADINOS 

2)REC06NtZINa  AND  USINS  SFECIA . 
IMrrmfSTtONS 

a)technical  and  leoal  forms 

AND  REPORTS 

nWmM..  STAteJ4EW'n3; 


A,  STEPS  IN  CHECK  FOR  ERRORS 
tlMOST  FREQUENTLY  MISSPELLED 
WORDS 

.2)C0HrENr,  USA6E.PUNCTUATI0N 

3)FINAL  SPEUtNC  REmCSK 

I*  USINO  PROQFREAOIHO  SYNBOLS  TO 
INOiaTE  ERRORS:  CHANBES. 
DELCTiORS,  CORRECTIONS 


H.  IS 


mm  OF  EKJCATtCiD 


tm 


mmmit  pevelopweht  TftUMtiic  ?«p6«w 


COWOCtAl  OCCUWTIOHS,  SPECIFtCS  « UH6UH6E  WK 

TYPIST  • BOOKMEEPiNS  MKCHUC  OPERATOR  • KEYPUNCH  VERIFIER  <*  MEDICAL  RECORD  CLERK  * STBf06RA»€R 


COMPREHENSION 


APPLIED  VOCABULARY  » SPEaiW 


AfUIED  6RAMIAR  • USA6E 


ICIHOOS  AW  MATERIALS 


EVALUATIONS 


|fIC  INSTRUCtlONSt 
RHVfRSM.  AP> 

A Tvm  eemMf 

WT  Of  TfHt 
iULO  Bt  TVPfP  IN 

rmis*'' 


£. 


ASREEMENT  IN  RELATIVE 

mias"  CT:  Shk  fl 


kmema  of  Amk 

MMM  fMfT  ITS  ANTC* 
CMOrr  (PCiaON,  NUMBER, 


&• 


THE  sm  MHO  IS 

PCCTtO  TO  SO  HER  TYPIN^  AMD  SENDER) 
MI1H0VT  ERRORS 

UtlMO  *W  AND  "URM" 
l)  IN  RUESriONS.;  a;  WHO 
(MHM)  IS  THE  man 
OPERATINO  TNI  COI»UTlll|M 
t)  IN  CUUSES  BU  THAT 

tuptmriseft  is  the 
WMAN  (mho)  won 
EVERVONt  RISPf CTt* 


1) MEANtNt  OF  "AORiewrr 

2) rEV|EM  of  CASE  OF 
FRONOOH  REED.  UNIT  6 

BISiWSS  iwnSH  AW 
^ UNIT 


t 

REVIEV  OF  CONFOUND 
SUBJtCT«VSRB  AOf«E» 
NENT,  REED.  UNIT  0; 

mm 


UNIT  9Z 


FROHouH  mmmm 

PRORLEHt: 

fJlHOEFINITE  NOUNS 
2)eQtUCT|VE  NOUNS 
9)FOREtON  NOUNS 
4)RILATtVC  CUUSES 
II),  UNIT  9,  Ml 
t C.  UNIT  |6,  18 


USIHO  MHO  AND  HNOM 

lEk  CfNORKeOOK, 
UNIT  |9» 


msBis. 


1 AND  AFFLY 
I MARKS 
i AND  STUDYINO 
AR  SYMBOLS 
iVMBOU  TO 
AND  TO  eOR> 
iUSINm  LEtTERI 
0 TECMItOUES 
CEMENT  AND 
CHNiques  TO 
NOS 

AND  USINB  SFCCfA . 

AND  LECAL  FORMS 
S 

^ m’rwiNTS 


' jiHiffwi  

STfFS  IN  CHECK  FOR  ERRORS 
t)NOSr  FREQUENTLY  KISSFOLED 
MOROS 

z)€mrsm,  usaoe, punctuation 

9)FINAL  SFILLtNO  RECNEOK 

USINO  PROOFREAOIMO  SYMBOLS  TO 
INDiCATt  ERRORS:  CHANSES, 
DELETIONS,  OOSRECTIONt 


]I,  REFEPTD  ABOVE 


UpaaDocTioH  techniqu  -s 


j^READINO  REVIEM  ON 
LSTTIR  PRODUCTION 
|»CLASS-IHOE  CHART 
OF  PROOF  READIND 
NARKS 

£,RtV|m  OF  DICTtONAR  f 
SKILU 


4 


PRODUCTION  TECHMIfflJES 
REVIEM  TEST  ON  DtCTfONARY  US# 
|)Flf»INO  MORDS 
2}US|N0  PRONUNCIATION  KEY 
9)NRITINO  MEANINI  OF  BASIC 
DICTIOMf^  ABBREVIATIONS 
ft«*TEST  ANO  FOST*TiSY  ON 
READINO  CONPREHENSIOK  IN  LETTi 
PRODUCTION  TECHNIQUES 


BASE  M> 


mm  OF  EDtOTfC^  ^ 

»**t  HI  irrio  « 


Ciry  Of  mw  vom 
mmttfy . mmomm  tfaihimc  progiw^ 


-OR-i)WfT-CCmE«T 


VfL 

CALCUlATIfJS  AND  DATA  PROCESS  | N( 


CLOCK  HOURS 


8. 


A.  Adding  and  Calculating  w^chinis 
I.  Overview 

A)PURfH>SE 
8)SAF1TV  features 
C)COM|»AftlSON  WITH  DATA 
PROCESSING  KACHIMES 

1 ) PUNCH-CARD 

2) electronic 

DAS 1C  operating  PARTS 

a)key  board  arrangement 

l)NUMERtCAL  KEYS 
a)OPERAT|ON  KEYS 

?)mDtm  the  dials 
4)fachjne  processes 
AjARITHMEtJCAL 
B’I TYPICAL  SEv’\UEMC£«aeARj 
ALI6N,ENTEFl,  DEPRESS 
KEYS,  CHEdi,  TOTAL 
► DATA  FrUNG  AND  ^-WCHINE  PROCESS 
i»  FILING  SYSTEM 

aJreviiw  filing  by  name  of 

PERSON,  FIRM  OR  ORSANIIATION 

bisubject,  Numerical,  chrono- 
logical, GEOGRAPHICAL  SYSTEMS 
c)ter«inal  OIGIT-KOMERIC 

VARIATION  SYSTEMS  AMD  SOUNDEX 
DJFINDING  PROCEDURES 
KEY  SORT  AND  f.B.M.  PONCH-CAROS 
AJPREPARIN6  CARD-NOTCHING, 
VERIFYING,  ASSEI^ING 
e>FUNCTlON-  ACCOUNTING, PREPARING 
REPORTS,  REPRODUCING  DATA 


m 


AmiED  REAOfNS  COHPREHOlSfON 


COURSE;  COMORO tAl  OCCUFAT { QNS,  SPECIFICS  « LANGUAGE  ARt| 
TYPIST  - BOOKKEEPING  MiACHINt”oreSiTDR  Z KEYRJNCh| 

..inn,.-, 


I*  jpEPSTANDING  CALCULATIMT,  AND 

ife^bMtToiT" 

^ AOOIWG  AND  CALCUUTINC  MACHINE 
^FORMATION 

I.SaECTS  KEY  STATEMENTS  FOR 
AlStAIKARIXING  PARAGRAPH  EX: 
"SPEED  OF  OPERATION"  *** 
"RECORDS  BECOME  UNIFORM" 
B}0UTLIN|NG  ESSENTIAL  ITEMS  OR 
SEQUENCE  "HACHINES  mV 
TIE  PACKAGES,  SUPPLY  PRINTED 
LABELS  SEAL  AND  STAMP  ENVEL 
FOR  BILLS  AND  CONVEY  SHIPME 
and  bills  to  DELIVERY  TRUCKS" 

8,  Review  of  related  material 
I, Scanning  of  future  materials 

g, Relationship  between  present 
and  later  INFORfi&TION  EX: 
RELATE  CHAf?T  OF  MACHINE*JOB 
fwictio««  f6,0.P..  P,  6| ) TO 
CHAPTERS  ON  CALCULATING 
MACHINES  AND  AUTOMATION 
(CH.  6-7) 

%THOf?OUGH  STUDY  OF  CHART  AFTER 
READING  EltPLANATORY  CHAPTERS 

C.  Comparing  machine  layout  and 

OPERATION 

{.USING  PICTURES  TO  CLARIFY 
TERMINOLOGY  AND  INFOf«AT|ON  EX: 
DIFFERENCE  IN  LAYOUT  AND  KEY~*’ 
DEPRESSION  IN  FULL-BANK  AND  TEN 
KEY  ADDING  MACHINES 
S.SELECTING  APPROPRIATE  MACHINE  FOi 
A SPECIFIC  PURPOSE  EX:  TEN-KEY 
MACHINE  IN  FASTER  WITH  SMALL 
NUMBERS 

3. COMPARE  KEY  SORT  WITH  I.B.M. 
PUNCHCARD  {REFER  TO  ABOVE) 


APPUED  VOCABULARY  - SPgLUHS 


I*  UARNING  technical  TERMING  oev 


APatED  6RAm 


I.  Adjectives  J 
A.  Use  of  adjeS 
DESCRIBES  OR  I 
!l .THREE  DSObS 
COMPARISON  m 


sjs"' 

:nt!; 


BIGGER  -BIgS 
LON6ERiK.ON64 
FASTER-FAStril 
A)POSITtVg  ..NoJ 
WITH  ANYTHIlj 
THE  MACHINE  || 

bIcomparative  -! 

TWO  THINGS,  01 
HIGHER  OR  LOI 
»:THIS  LETTii 
THAN  YOUR  ENVE 


OF  CALCUUTING  AND  jgfflTp^ 

CESSING  MACHINES 

A,  How  TECHNICAL  TEW®  ARE  EXPLAtIfD 

1.  PICTURE  OR  DIAGRAM 

2. DESCRIPTI0N  OF  APPEARANCE, 

FUNCTION,  OPERATING  PROCEDURE, 

OR  USES 

3. DEFINITI0N,  DIRECTLY  GIVEN  OR 
BY  COMPARISON  TO  FAMILIAR  ITEM 

B,  oeterming  the  meaning  of  un- 

explained TERMS 
USING  CONTEXT  K:  MACHINE 
REGISTER  - EXPLAINED  BY  "CLEAR 
THE  MACHINE  REGISTERS"  AW  "THE 
REGISTERS  CONTAIN  NO  FIGURES  FRcfl*u!!2L^^t.r^ 
PREVIOUS  COMPUrrATIONS"  C/5S¥««^TIVE  - 

2.REUTINC  KTWWN  USE  OF  WORD  TO 
TECHNICAL  USE  MACHINE  KEY- 
BOARD TO  TYPEWRITER  KEYBOARDJ 
DATA  PROCESSING  TO  PROCESSING 

HAIL 

3,  COMPARING  TERM  WITH  KNOWN  WORDS 
A)COMPOUND  ADJECTIVES  EX:  FULL- 

BANK  MACHINE?  FOLLOW^  DATA 

bIcCHPOUW  NOUW  0(:  KEYSORT. 

FLEXOWRITER,  COMPUrVPER 

4. RE0RGANI2INS  REUTED  FORM  OF 
KNOWN  WORD  AUTOMATION  - 
AUTOMATIC}  CONVERTER-CONVERT} 

ROTARY-ROTATE}  ELECTRONIC- 
ELECTRICITY 

C.  RELATING  TECHNICAL  TERMS 
A/RELATING  WANING  OF  WORDS  TO 

Ml  rotary  means  it  GOES 
AROUND-ROTARV  FILE 

b)reutin6  pronunciation  and 

SPELLING  TO  WORDS 


lowest  DEGREE 
OR  MORE  THING! 

She  is  the  faI 
IN  the  office 
2.MAKING  CONPARi 
ADJECTIVES  THI 

a)more  and  MOSI 

MORE  COMMON-MO! 
B)LESS  and  LEA! 
FAST-LESS  FA! 
FAST  i 

P.AOJECTIVES  WHIG 
FROM  ^:good,bi 
|4.ADJECTIVES  THAf 
BE  COMgAREO.  _ 
CORRECT,  PERFEO 

|8.  USE  OF  ADVEfSS; 
DESCRIBES,  MODI 
EXPLAINS  A VERb 
OR  ANOTHER  AT.VI 
I.MOST  ADVERBS  & 
A)CHAN6IN3  ADJE< 
ADVERB  BY  ADD( 

Slow  - stowt 

bTsIMPLE  ADVERB! 

"Lf"  ENDING  g 
NEVER,  there, 


) 


SOAra?  OF  £DtX:ATf£*H  > CiV^  OF  NIW  Y0f?j^' 
mNWWER  P£VElOPtf:NT  TRAINtWG  msm 


COURSI:  OCCURATfONS,  SPECIFICS  - LANGUAGE  AFTIS 

*Mp<ilMii  fti  iji- « If  WWI~I  iTBIini  ||  i <M»  >iriW>)  l|l»liW  W«n  H n >i  ■ i W » 

TYPIST  - BOOKKEEPING  fWJHINE  OPERATOR  « KEYPUNCH  VERIFIER  - FtDICAL  RECORD  CLERK  - STENOGRAPHER 


KEtiSfOH 


NS  AND 


MACHINE 


FOR 
H EX: 


■lAWWIW 


APaiED  VOCABI^RY  * SPELUM3 


I, 


lEARNINS  TECHNICAL  TERMINOLOGY 
OF  CALCUUTtNO  AND  DATA  PRO- 
CESSING MACHINES 


ORM” 

7EMS  OR 
S MAY 
PRINTED 
ENVELOPib 
SHIPMENT! 

•mucKs” 

RIAL 
TIRIALS 

PRESENT 
I By, 

NE  JOB 
6l)  TO 
NO 
ON 


A DESCRIBES  OR  MODIFIES 

A«  Hon  TECHNICAL  TERMS  ARc  EXPLAIN  5D  THREE  DEOREES  OF 

t.PICTORE  OR  DIAGRAM  ^ARISON  DC: BIG^ 

2#DESCR!PTI0N  of  «W£ARANCE,  BIOOCR  •BieOEST^  LONS* 

FUNCTiONi  OPERATING  PROCEDURE,  LQMGERMLONGESTt  FAST* 

OR  USES 

?«D£FINITtON,  DIRECTLY  GIVEN  OR 
BY  COMPARISON  TO  FAMILIAR  ITEM 


AmtED  6BVWAR  * USAGE  I MFTHOOS  AKR  mTERfAtS 


£VALUATI0*6 


!•  Adjectives  and  Adverbs 

~r~  'i  • ir  1 nm  iMii  I IK  mil  |-- III • 

A.  USE  OF  adjectives: 


^UNDERSTANDING  CAU  t. 


felEsS  i wi  i^h  i nE^ 

AMP  'FILING  gySTE^ 


UNDERSTANDING  MACHINES  AND  FILING 

5v§ff»r- — — 


T AFTER 
AFTERS 


T AND 


FY 

TtON  By 
D KEY 
AND  TEN 


CHINE  F0i‘ 
TEN-KEY 

NALL 


B.M. 

C) 


e.  DETERMIN8  THE  MEANING  OF  UN- 
EXPUINED  TERMS 
I. USING  CONTEXT  MACHINE 
REGISTER  - EXPLAINED  BY  "CU-AR 
THE  MACHINE  REGISTERS'^  AND  "THE 


FASTER-FASTEST 
aIpOSITIVE  -NOT  COMPARED 
WITH  ANYTHING  ELSE,  EXj 
THE  MACHINE  |$  BIG  " 
8)C0MPARATIVI|  - COMPARES 
TjjO  THINGS,  OR  EXPRESSEJ 
HIGHER  OR  LONER  DEGREE 
^:this  letter  is  LONGEI 
THAN  YOUR  ENVELOPE. 


^TcJmSLATiH  . highest  (4 


2,REUTING  KfWWN  USE  OF  NOftO  TO 
TlCHNtCAL  USE  MACHINE  KEY- 
BOARD TO  TYPEWRITER  KEYBOAROJ 
DATA  PROCESSING  TO  PROCESSING 

MAIL 

J.C0MFARIN6  TERM  WITH  KNOWN  WORDS 

A) COHPOUND  ADJECTIVES  EX:  FULL- 
BANK  machine;  follow-up  data 

B) cOMPOUND  NOlFtt  OC:  KEYSORT> 
aiXONRITER,  CQMPVrYPER 

4«RE0RGANI2ING  REUTED  FORM  OF 
KNOWN  WORD  E^  AUTOMATION  - 
automatic;  CONVERTER-CONVERT; 
ROTARY-ROTATE;  aECTRONIC- 
ELECTRICITY 

C.  REUTING  TECHNICAL  TERMS 
aJrELATING  MEANING  OF  WORDS  TO 
USE  ^ ROTARY  MEANS  IT  GOES 
AROUND-ROTARY  FILE 
B}REIATING  PRONUNCIATION  AM) 
SPELLING  TO  WORDS 


A«  CALCUUTING  AND  DATA 
PROCESSING  MACHINES 
I }SUM»URIZING-RECtTING 
WHILE  READING 
A)LISTIMG  key  STATE- 
MENTS WHILE  READING 
TO  NOTE  ESSENTIAL 
ITEMS  OR  SEQUENCES 
B)uSfNG  NOTES  TO 
ORGANIZE  INFORMATION 
AND  TO  SPEED  READING 
FOR  REVIEW 
2)rIUTIMG  PRESENT 
READING  TO  OVER-ALL 
INFORMATION  A)  TO 
COMPARE  KEY  FEATORESi 
OF  NACHINiS  B)  TO 
FIND  CLARIPfING  AND 
ADDITIONAL  INFOI^TI 


A,  Notebook  check  for  Omanization 

l}SELECTfCN  OF  KEY  STATEMENTS 
Z)mAX|NG  iimiVlDUAL  OUTLINES 


!• 


LOWEST  DEGREE  OF  THREE 
OR  MORE  THINGS,  ^ 

She  is  THE  FASTEST  TYPIST 
IN  THE  OFFICE 
2,MAKING  COMPARISONS  WITH 

SeWSAI.  «FFICE 

AJMORE  AND  MOST  EX:C0HMQi  MBSIrTTFiTiirt^  — 
MORE  COMMON-HOST  COMMON  * i2SldlY£-W*T;»  >, 

B)L|SS  and  LEAST  - B(; 

FAST-LESS  fast-least 
FAST 

^.adjectives  which  change 

FROM  B(: GOOD, BETTER, BEST 
4. ADJECTIVES  THAT  CANNOT 
BE  COMPARED 


PARTS  >4 

B.  FIUNG  $VSTIE»«(AFPtY 
~ ABOVE)  ' 

|)RELATING  filing  SYSTEMS 
TO  PURPOSE  AND  CONTENT  5 


INFORMAL  TEXTBOOK  TEST  TO  DETERMINE 
INDIVIDUAL  PROGRESS  i)0R6ANIZ|N6 
AND  SaECTING  APPROPRIATE  READING 
TECHNIQUES  2)C0MPREHEND!NG  TECHNICS. 
INFORMATION 


C. 


Teacher-made  test  of  techkicm. 

VOCABWLARY  (SEE  SYLLABUS, APPENDIX; 


W0RDS.H0RDS,  Words.  Part  IV, 


Unit  i - 2 


► Student  mF  check  list 
Oreabing  comfrehens ion-speed 

2) 6EN€RAL  and  technical  vccabulary 

3) spelling  syllabication 

4) WORD  AND  SENTENCE  USAGE 


3N 


Examinations  for  comparisons  with 

STUDENT  evaluations  TO  PLAN  FOR 
INDIVIDUAL  PROGRESS. 


OF  FILE 

^:cSilETE|2)LIST|NG  ROUTINES  NEEDED 
CIIRRECT,  PERFFiCT,STRAI6H'  FOR  FILING*. EASE  OF 


8.  USE  OF  ADVERBS: 
DiSCRiBES,  MODIFIES, 
EXPLAINS  A VER8,ADJECTIV 
OR  ANOTHER  ADVERB 
I.MOST  ADVERBS  END  IN  "LY" 


LOCATION,  UNIFORMITY 
REF.GENERAL  OFFICE  PftAClICE 
THs7?T28l"eCim^ 


OFFICE  PR^tTBITuiuT 

t,  parts“3,475„6 


ADVERB  BY  ADDING  "LY** 
EX;  Slow  - slowly 

^SIMPLE  ADVERBS  WtTriOUT 
*’tV"  ENDING  EX;ALWAYS> 
NEVER,  THERE,  WELL  SOC^ 


TEWIIWLOGY 

OmEANINGJDISCUSSIOW: 

G,  DSRIVAVJOf  OP  'iCCWifttaL 
T£  MiNGLOGV 


PACE  il 


5-' 





ERIClIiil 


jtWNWP 


1 


BOAfO  OF  EBOCATIW  > CITY  OF  KEW  YfiRK 
IW«tf  R PM6fW8_ 


mjugg.  CflWCICtAL  RCCURfcTIOlB,  SPECjFICS  » 

TYPIST  - KEVnMCH  VERIFIER  - BOONCEPlItt 


KiJOR-IMIT-CRIITgiT 


CIOCK  HOURS 


VII.  (aWTilWED) 

% &EOMNIC  SATA  MWCEStiNC  MACHIIKS 
AlOftRATf^lNM.  INFONNATION 
•)RMCTIOIIt 


APPLIED  READIN6  CONPREKCNSIOII 


^ FILIM  SmCNI  (APPLY  ABAVt) 
l•C•HPM^S•H  OP  MIKItSCML  m 
ALPHAOtTIC  SYtlfM 

t«APPlYIW  TM  APPMPRIATf 
SVtTM 

9»AMMI10III0  MUTIMS  AND  OHCK 
MIM  GUMS  MFlMMCtS 


APPLIED  VOCABUURY  • SPEUINS 


APPLIED 


B.  USE 

t.SM|i 
At 
TO 

SL^onl^ 


fit.y 

r»w«i 

A)-' 

■MINN 


■)MI 


ClAVOiOl 

NRtATI 

ISA 

"SHt 


BOAfP  OF  EDUCATieU  > CITY  OF  jm 


mimmtt  tmimm  mmim  PRosi^ 


cmmiM,  wctmm,  specifics  > iawswce  aiws 

TWIST  • KEWIMCH  VERIFIER  • BOOKIEEPISI6  IMCHINI  OFEMIOR  • HEDICAL  HECOfSf  CtERX,  STEN06MFHER 


CflHPilENEIISION 


|4mY 


mm) 

icM.  tm 


Ir’# 


lATt 
im  CHECK 


A?aiE9  VOCARULART  • SFEiUNS 


■'■.# . 


mim  GRAIMAR «.  USAGE 


B«  USE  OF  AIIVERBS(c«lf».) 

t«M6fTtCM  OP  AIVEfUM: 


(CriMOS  AND  HATERIALS 


AS  atSE  AS  POSSIBLE 
TO  IHi  tIMD  IT  NBOIPIII. 
Gt:CNLY  IN  *^Y  THt 
SKUrrARY  OAN  TYPtS’*  ”1H 
ONLY  SECKCTAIty  CAN  T/PE« 


TO  HOI  mmsMi 
AjANWmiNt  RUEUTIONS 


otHHNiNi  tfiiH  vmn,  W It; 


HW  MUCH,  TO  IMAT 


0)USINS  •URt-SURSI.Y; 
OOOM-mU,  aPST-^ALMST; 


0)AVOIDINO  BOUILt 
HiOATim  Jg[:SCAIKfLY 
It  A MHIATIVt  NOKO  • 

"Ski  could  sgamely 

TYPt." 


£* 

t*GXPiAIH|IIS  AND 
LAOCLINS  AM  ITEM, 
ACTIVITY  Oft  CONDITION 

J2.LAMLIHI  DIAOWN  OP 
NACHINi  PARTS  POR 
TOWINMLOOY 

Otvpimritir 

tfCAimATIIIS  MACHINE, 
KtVOMRO  AMD  9|AU 


EVALUATIONS 


£,  OMRT  OP  ROUTiD 
URNS  OY  PART  OP 
SPfICH 

NOUN  ADJe^TJVE 

ILECTRICITY  EUCTRiCAL 
ELEcnmiiCS  sacTRONic 

I JPfWMUNCtATION  BRILL 
tisVLLAeiCATION  FOR 
SPEUIN6  AND  MORD 
STUDY 


ADJECTIVE  AND  ADVERS 
PORN  AND  PUCEMEMT 
REED  « SOSIII^  EWSliS  I 
UNITS,  10  - II 


adverb 

ELECTRiCAUY 

kUCTRONICALLY 


FADE  U 


BOARD  OF  Emmris«  » cm  OF  mw  wrk 
nmyawER  oEvaopHEW  TWiiKtas  mem 


COWeRBIAl  OCCURATIOHS,  SfECtFICS  » UW6UA6 
7YWST  - KEYWCH  VERIFIER  - BOOKKEEPIH6  MACHIHE  OPERATOR 


WUOR-UHIT-CflllTOlT 


A«  iNCBPIfNO  tm  dVrSOIMt  RMOt 

f,tMNH.IMB  tHCOKINB  FUNOt 
aIcOONTIIW  ANO  fJWItlllfIB 
e)Tfvu(SACTioiis:ftcceim»  makim* 
eHANse,  itiscfiUKn,  eusrow 

C)RBCOROI«fe<4Att4  RCCCfFTS  JOUWW. 
ttjcHiSKB  AND  MMKtHI  raOCUAlRtB, 
SAFMUAROA  IN  IWMMliMI 

AW  DtPOSITINt 

t*mniuw  ouTtoiNa  nms 
AlAtflHORlXTION  TO  MY  • 
VMfFICATieil 

e^BitniRSiNo  BY  mm  • wmm 
CHCCXS 

C)MeOWfNe-€ASH  OltMiRSmKHTS 

» CABHinttW  ACTtVITtES 

i«  CKOIT:  MFIMM,  AULOWIKM, 
CRBOIT  CMSA,  CHMWi  IRtCORM 
t*  HMmLiNi  o«cK«  • cerriFiiD 
CHECKS,  FOfMHROtIM  FWVS  • STOP 
PAYMENT 

% PETTY  CASK  • VOUCHERS 
mm  BAIAHCE  and  RKCOHClLltl^  baiarcc 
^ Sales  irocsouris  aw  Rkoorus 

PROCOURES:  TAK|I»  OROEil», 


IFYINS,  PRieiHB,  CLBARINO 
GRCOIT 

E*B1U.IN0  AW  IHVOICIMS 
j»«KEEPtW  CUSTOKW  AOC<RF]TS,JOUIiML 
LfOOERS  AW  mTENMIS 


CUKK  hours!  APPLIED  READIHB  COWRENCHSIION 


FlWtW  SCNIML  PURPOSE  FOit  A 

Fwctpwn  a:  wm  money  is 

TUENBD  OVER  TO  YOU  * WIY  eOUNT 
IT  imEOIAT».VT 
iNGRtASIW  REAOtNO  RATE  SY 
AMTICIMTINt  THE  CONTEHY' 
l«WriW  MKICH  FART  OF  A 
. PROCtJJURE.STfP  l» 

fMW  AW  UHICH  MAT  MiSIATES 
IHE  PURPOSE  OR  IS  A^ReAOY 
IFAMILIAR?)  Jglt”EVS»i  IF  THE 
TILLER  AOREES  MITM  THE  ORDER, 


Chap*  tR 


APatED  VDCABUlAinr  * SPEaiNB 


I 


NS  TECattCAL 


VCICAglUl 


m 


TO 

[SEE 


t.wnw  MATS  OF  SOiTWai  UKKtH 
ARE  HOT  NECESSARY  TO  fVANiW 
Ks  IN  AROVE,  «HlTR  THE  ORSfS^ 
iUi»  "FOR  EXTRA  SAFETY",  SENTIliC  i 
MULD  EE  UNDERSTOOD  EIIH  IF 
OMITTED, 

I,  iMCRtASINO  RIAOtNS  RATE  AW 
CCMPRiHBISIOli  BY  tXPAWPtW 

SPAN"  OR  ”HORO  SMK*)  EXtREAD 
PROCBDURCS  OF  CUSTOMR  CONTRACn 
BY  FUU  SBRrENCfS  TO  SET  BASIC 

information;  iIto  obtain  qiT» 
ALoaiss  m mmr  price  listih 

tSSOiriAL  UDRDS  AW  CATALOSUESn 
PRICE  (G.0.P;  a.  4M)  t}  TO 
ASK  SPECIFIC  OUESTiOWS  ABOUT  TIN 
PRODUCT  OR  SERVICE  • ESSEMTIAL 
HORD  OR  OUMTIOH. 


Apply  TECNNIWES  OF  unit  7 

THE  FOliLfNiW  HORB  LISTS  [i 
APPSWIXI 
^ CASHIERINS 

I.  REMITTANCS-RENIT-RmtTTtD 
t,1WW  BCBINBIS  MV* 

; % WmmmKT»  «IOORS&«8ISCRSfNO| 
4,  CtiSTOOY»MSPOH5tiLi 
>«  AtmMR|MT|(SHW1H03MUTH0RI^ 
6*  VOUCNERvVOUCH 
7,  CiRTtFiilB»CEimFY*CERTIFICATE 
S«  *E}0«W&^iMM!R$lMEitTS* 
INIURIE, 

B.  SALES 

I.  CONIOLIMTE^IO 
t,  PWSPtCT-FROSPECTiVB 
% "tSTABLISWD  CUSTOMER* 

4.  *CAS»*R£0|STIR  AOAPTAiTtOH*-> 

ADAPT 

5*  "VERIFICATION  OF  POSTIW** 
VERIFY}  POSITION 

^ ”cvac  Biutne-BusfMsts  cvatl 

7*  "LEDOtRLESS  BOOKXEIflW*  - 
LED6IR 


APPLIED  SF 


!•  SPEC 

A^sm 

Stops  HI' 

THOUIHrS 
l|S 

STOP  IN 


C.  STOCK  AND  SHI(>PINS 
i*  ISSMiiCS»|SSUE»iS^INS 
t,  FORWROEOoFOfSMRD 
% "ASSeWLEO  CRfifR* 

4,  CQfttlSHSS»C0H3|«NENT>SISN- 
SISNATURE 

"BUU  COMWOIT|ES"-ACCOIt«DMTI 
DISMTCHIW-DISMTCH,  MTCH 


t 


» 


B. 


enpnasi 

ITEM  OR 

THOtttHT 
CONTAK 
lOPPVr 

ERASERS 


NISH 


MPP -Of  > cm  OF  VflRK 

mifmtt  BEVELOPtciir  tbaik{»  msm 

cmpg.  ctmtciNi  occuftHTioHs,  sfecffics  ■>  uhsimge  Airre 

TYFIST  - KEYPUNCH  VERIFIER  <»  BOOKKEEf |N6  S^INE  OPEfiAlOR  • MEDIC4I.  RECORD  CLERK  • STEW)6RIM1iER 


OMnCNEflSIOII 


m jCEfiy 


m A 

HOMEY  1$ 

- HHY  COUKT 


APatED  vQCABULAw  • saaiNs 


1 


tCAL 


V^ORY 

i.  StOCK. 


fro 

StK 


m mt  9t 
cmmr 
OF  A 

;_• 

fttSIATES 

<M.R»IOY 

YltM  IF  THE 

M THE  OROEH, 


MTIHCf  WiOH 
ItMANIW 

H vm  omti" 

'm!**,  SfNTtNCl 
0 EYIH  IF 


fomt  tm 


iPlQH 

nr  HEAirm 

CONTMCTU 
OfT  iMSfC 

plAIHiStt-  . 

fSIOt  l,l»T»4 


CAmOtUES, 
06}  1}  TO 

S«S  MOOT  TH 
fSSENlTM. 


AffFtr  TECfMiobts  OF  iS«rT 

IHt  FOU^'lNt  H0R»  LISTS  (l 

AFM«IX) 

CASHIERtNS 

I.  EfMtTTMICMttMIT^RINirrEO 
t«”HMMWSIIim  MY** 

- 3.  MMORSSMMIT*  «IIOORte«0ilX>H$IM| 
4«  COifOOY-mtFOflttiLE 
& iurmoRimi(M^MiiHoii«At^^ 

6«  VOUCHEIWVOUCH 

7*  C«RrtFIEO»«Eirr|FY*CtRTfFiCATE 
8«  ”EKKNSE^tNKmS|MEfnS*  • 
|MWnE« 

B,  SALES 

I.  GONMLIMTE-SOUO 
t»  FRBSKCT«FIWSFECTIVE 
"tSTABLISKED  CUSTOMER" 
"GAStHRSOiSTtR  AMFTATIOH”- 

ABAPT 

*^nntFICATION  OF  FOSTINS”. 
VmiFY}  FOSiTlOH 
"CTCLE  BtUillB-«USfNISS  CYCLtI 
"LIOOtllLESS  BOOKXEIf  INO"  • 
LEOetR 


AfFLIED  6MN4UZ  • i«A6E 


A«^^TU^10HF^ 


J. 

4. 


6. 

7. 


C.  STOCK  AW  S^fPPiW 
!•  lSSUANCE»tSSUE»fSSUIHO 
t*  KnMRMUM^OfSWRD 
3«  "ASS0MLEO  eosift" 

4.  comtowE<*aAOi«i«Mr»sifN« 
SIONATtmS 
5*  "MILK  COMNOOITIES^-ACeOWlOCATI 
0«  DISFAT0M|N»>O|SMT0H,  MTOI 


METHODS  AW  WTERfALS 


T.CFFICE  PHOCEBPfiES 


- . . - -JWIAl 

STtFS  WTHIN  C0IPL1!TE 
THOUIHTS 
1}  SMI«C0L0M  AS  A FAKTIiIl 
STOF  IN  OOIMOOHD 
SENTIMCES  OR  NHEN 
COMHAS  ARE  IN  EtTHElR 
CLAUSE  jgKSfiTHE  BANK 
STATBNWT  BALAKCC 
OIFFSRS  FRON  THE  CHEOf* 
BOOK  BALANCt  OH  THE 

TOR  line;  Bvr  im 

FtOURtS  ARE  WE  SAME 
ON  THE  BOTTOH  UNE 
AFTCft  AOJUSTMEHIS  HA' 
BEEN  HWE.  t)COLON 
SETS  OFF  NATtfUAL  FOR 
SFECIAL  CONSIDERATION 
AND  BEFORE  LISTED 
ITEMS.  Oidm  MR. 
BWAM:  (AS  IN  LETTER 
SALUTATION)  HAVE  F0L< 
LOMINC  READY  TOMY; 
HOtFITALIXATfON  FOfMB 
STATGNENTS,  AND  DIS- 
CHAME  tUNNARIES. 

3)  Dash  refuces  seni- 

COLON  OR  COLON  TO 
ENFHAStS  ADDITIONAL 
ITEM  OR  CHANCE  OF 
THOOOHT  a S THE  DESK 
CONTAINS  STATIONERY 
SUFFLIES-TYFINO  FAPfR 
CARBONS, FEHCILS,  AND 
ERASERS. 

B.  MRENTHEStS  ENCLOSES 
ADDITIONAL  INFORMATION 
YOU  MUST  ENaOSE  t0)( 

(the  us(ml  demsit)  if 

YOU  NISH  US  TO  SHIR 
THE  ORDER  IMMDIATELY 


4.  SKILLS  and  OOHFRS^ 
HENSION 

I.TIMED  AND  UiriNEO 
REAOINO  PRACTICE  TO 
ANSWR  OUSSriONS 
BASED  MS  REFSREIICE 
LIST  BCLON 

t.TECHNfCAL  VDCASULARV 
AlFimilO  DEFINITION 


TO  CONTEXT  (oRAUY 


E«4LU4T}BW 


T.jHFQRHATiomt, 

% timed  TEST  TO  IDENTIFY  CONTEKv 
AND  SELECT  ANSNERS 

B.  Informal  evaluation  of  trainei 

READINO  TtClifilifUlt 

C.  Hatchino  hmad  nitm  manino  tes> 


NORM 

MtHC 


AND  NRITTEN, 

B}CHECKINS  SFiUlNC 
ejFtWINO  RELATED 
IN  NORD  BOOKS  AMD 
DICTIONARIES 
DRta  IN  KXFUINIHO 
USE  OF  FUMCTUATION 
(HEED,  tJkflTB  |6,  2Q,t  , 

8l)|  AND  AMSKEVIATtUIS  **»FEUINf 
(REED,  WMT  83J  ^ 

USINI  IMFUNCTUATtO 
LETTER  FOR  FUNCTIMTiliN 
PRACTICE 


&«  REFEReCES 
lU  iKFORNATtCN  SPCI  D 
HIADINO  PRACTICE 
AI6EMER4L  OFFICE  PfiACTKE. 


D.  Multiple  choice  to  sbuect* 

I.  correct  MMELLtNO  ABBREVIATf'  S 
f.  APPROPRIATE  PART  OF  SPEECH 
3.  STNONVM  AND  ANTONyM 


-ITS  1^, 

b) FSTER  L.AOt«N  AND 
PHILIP  SJ(TK{NSON, 

S.N.  ftn.'~Co,  CHiCADOr 

1U.,  1366 

c) Ebha  k.  Hoffman, 

FOR  MEDICAL 

Rivsician*s  record  Co., 
Chicaco,  Ilu,  1963 


IEACHIIMIAOE  test  to  EVALmtl 
specific  neaknesses* 

I.PUMCtUATION 


MCE 


I 


SOAt^B  OF  EODCATiOH  CSTf  Of  mf  YORK 

mptfUBs  KvsLi^m  rmntm  mem 


; 

il. 


COURSE;  C0ti€RC?Al  OCCOWTIOWS,  SFCCIFICS  « LAICU»Si 
TYPIST  - KEYPUMCa  VERIFIER  -800KKEEPIW8  NACHIME  OfCH 


MJOR..OK|T-COKIIIfT 


CLOCK  HOURS 


APRIEC  REAPtHS  COMPREHEKSfON 


t VI  tj.  (COHTIWm} 

'•  ggIRD JpPIHS  AMD  REUTED  OFFICE 

E«  PUROiKlttlO  PROdSURES  Am  BtC0RO$ 


!,R«IMfSmeN  FROM  stock:  tSSUANCS, 
niRCHASi  OROlia 

t^RtytKirtHc  »EcoRs$»KtiiFfiife  AccfHsrr 
OF  RECKIPTS,  TRAMSFER  OF  OPOj9S» 
MYNEMTS  Am  ASMtimiTf 


* ovfRvir^ « um  smippim 
HKKaaH?  ^ 


U ORDB;  F , 

S*  SHIFPINS  WfSV«ATIO«  AHD 

F0U(Ah» 


0.  TtWO  RSAOINO 

"*  I.fKTROOUCTIOMrUSTtHe  >>10  WHRO  i 
FROH  FMVMRAPH 

2.F1N0  AHmm  TO  OUESTfOKt  EX: 
tm  TO  FIACK  A SHIPMENT  THAT 
IS  TOO  HEAVY  FOR  OtlM^D  TAPE* 

9.LON3CR  SELECTIONS  OF  SEVERAL 

pmmsm 

AlPVRPOd  Atm  TYPE  Of  fMFKH^tlfl  « 
rOR  EACH  PARASRAPH 

BIFIHOIKO  FVViAORAPH  AND 

INFOfiMATtOH  TO  AMSWIR  i^JESTfON  I 

4»  HON  TO  FOLLOW-UP  OROERS  lYtAT 
HAVE  SEEM  SHIPPED  (6.0«P»,  PS. 
446} 


APPLIED  WOCASUtARY  • SPEaiMD 


D.  MEDICAL  RECORDS  CLERK 
|*BtRTH-CHfLOB|RTHt  AFTERBIRTH 
R,VERTiOO»VSRT|CAL 
9.Re»>|RATI  ON»Rt^lRATE, 
RESPffWlTORY-dSPIRATCIR 
4.VACCIHATE-VACCIKATI0N 
5«MAUKEA»HAUS£0i:8 
6«C0ISCt0t»-tJIKKmSCI  OUSy 
UNCOMSCtOUStESIS 


APPLIED  Cl 

CONTRACT 
^ SESSiVK 
COINED  V 
i.CONTRACT 

1966 

2«P0SSEtBI 
WfSRN*S  < 
BE  tSSOi 
HOSPITAL 


^•PLURALS* 
LOOK  ALI 
4.C0INE0  V 
out  TINS 


giA^REVIAT 
WOT  USE 

ULcmms 

2.SH0RTI 
AB  FOR  A 

0» 

WATER 


eOAtai^  OF  EBJCATIOt?  » CiTr  Of  m YCRK 

mmiEs  mmmem  mimm  mGm 


comt:  cenMERCtAt  oaumTJwe,  specifscs  - lahsuwe  arts 

— I n m-^^^TT'iTi  -Ml TTn-  iTTTTTir  rTfini — T'itt i n nrr  ~nr“rrp  in  r t • <i|->m  ■Mm  wwi  uniwr.i 

TYPIST  - KEYPUNCH  VERIFIER  -80GKKEEPIWS  mCHINE  OFEWTOR  - HEBICAL  RECOI®  CIERK  « ST0«OGRAPHER 


MPREHEKSION 


imSTlOfiS  EX: 
MENT  THAT 
tUM«D  TAMo 

> OF  SEVERAL 


or  IKrORKATiCfl 
M 

I Mm 

IMER  OMESTIOlf 

ROERS  THAT 
i(6*o«P 0f  rs# 


APPiia  VOCASUtARY  • SFElttNe 


B.  NESICAl  RECORDS  CLEI^ 
im  5-10  WOR!>|t  i,Btimf-CHIU»|RTK,  AFTERBIRTH 
2«VERTt90»VCRTICAL 
5*tteSr|RATI  ON-RfSrtRATE, 
RESriRATOOy-RESPtRATOR 
4.VACCIHATE-VACCIKATI0N 
5«NAIlSEA-WUSfOUS 
6.C«iSC!|OMS-OHC«HSeiOUS, 
UNCORSCtOOSNeSS 


Ainm  6RAWAR  • USAOE 

"^•AiRJSTW'^’  wkd'  for" 
cmrRACTtoHSi  ros- 

i SESSIVES,  PLURALS  AKB 
COINED  VERBS  EX: 

t«CONtm&Tt€llg^»!:^T>*68«* 

I960  ' 

X«mSESS|Vi£S-OiRLS*  AND 
WOMEN'S  lAIIFONMi  WILL 
ME  issoro  BY  THE 
HOSPITAL 

5.n.URALS-Y0UR  &*$  AND  Z*|l, 
LOOK  ALIKE 

4.C0fHE0  VER8S-NE  OK'D 
out  TINi-CAROS 


METHODS  AMD  MATERIAIS 


£^"ljW8wiAi6' 
a)Clar6nce  8,  Carey, 
8USIHESS  SPELLER  AKO 

wmmWmr 


WETKO0S  AM)  miERTALS 


eJWilliam  e.  Box,  key^puwch 

TRAUHM6  COURSE>Tir?iufe.Co. , 


giABSREVIATaeWl  THAT  CO 
NOT  USE  P»tlO0S 
I.LCmRS  mD  INSTEI^ 

OP  NAMES  at  Exhibit  a 

2»SH0iniNt0  FORMS 
AC  FOR  AOVERTiSEHENT 
5*0«NICAL  SYMBOLS 
0»  OXVOEN,  HsO  » 

WATER 


0 ) Ralph  S,  KAN0V,  81 
^PQNDgMCE  IN 
■'*I7WN 


CO!-r 


•» 


‘oiWORIS  - WOM^  ..  WORDS 


EliEANHi  REEB-8^1 

mm 

F}6ENEV|gVt  SMITH  AKO 
DCilwi  Davis 

elj^tCAL  TERMIHOiOeV. 

hMohn  Wiley  I Sons, 
W»Y«,  I9^y(d][ 

^ MEPJm  0ICTJ9HARY 
A S»K.  MfUMR, 
THE  OFFICE  ENCTCIO- 


NESS  COR- 

IT  ~~ 
1*^62 

hJu.s,  Demt,  of  Health,  Education 

Ml^Detr^€MSl?ILL  Booffoo*, 

NEWYOfSt,  1961 

[>u,s,  DePT.  H.E.W.,  ELECTRONIC 
gBSIMESS  DATA  PROCE 

MSte^iLLTi^rfM^ 

JIHOSPITAL  CfiARTS,  RSCORCS  AMO 
R&KMIT3 


k SCHUSTER, 

H.Y-,  1966 

u skeiFic 

a^sylubus-Appenoix 

S}8ERYL  ROBiCHAUO, 

MC6RAW  Kia,W.Y 
C)ROOT<-eYERS,  ICDICAL 

GftEOO  P*.  CO.t  * 7* 
BlRsecirr  fisher. CLERICAL 
AMP  CIVIL  SEBvW 

CKfCAS0,lLL,,l9^ 


PA6E  l*f 


kf-MM  k*vF(.9f;H(T  r 


cmsBi  cmmmm  oixmriom,  specifics  . 

WIK5  » KEmaUCH  VERJFJER  - B0@Ki<EEPIIi6  m^lfK  ePEWklDS  - «EB|C 


MUORUKtT<COirmfT 


CLOCK  HOURS 


APfitoo  REAPine  am^cHStoK 


Amia>  vBCABmm  • smiw 


mim 


■<ULMi,  . . ■ 

I*  REyiEH  mm  Jr « to 


TL  PR£*EmoirfCNT  tmmm  amd 
g^lTWW^iigngE 


A.  UncRVtnr  tiest 
!•  KItSCIUU.  FAGTORI 
Mimmtm  » m>amtu 
8}ATmtm$ 

t*  CewiuificArtdii  Skius 

A}A»aiTy  70  mm  et,eAfii.v> 
OOSItSELY,  CWIFtO«l7I.Y 

•howi  tsumm. 
clmmi  mrwm  . 

OmiUTT  TO  naOM  BtRECriONS 

ir  WRtTTfN  P»tFOfBWNC«  TWT 
UPUINNIM  TIME  BCHflWlC 
Aiwmimi 

ajmnum  wtrim  Fiiisr 
elUNPAMILEAK  OR  Btnc|CtlLT 
B^KSTIONS  UTSR 
B)TIML  ALLOWMICt  FOR  FilW. 
ORieN;  OR  OUltTIONRWMMERt 

3U  Mimmim  QtitsTtoNs 

A)HMRRITAIiBfNO  IWTROCYtOHi* 
BfiSenONS 

i)TVFi  OF  All— Rl  RE^OIRBO 
0)AMMER|llt  WITH  Rt^lREO  FORM 
tM  AFFROFRIATf  — CC 


T.  REVfBI  owm  I> 


.H«  AMSWERINS  QuesrtOHS  Oft  m» 
^SKSmr^ 

^ SfiEcnriNt  mm  ioca  or  rias 

l.ilOSr  0— RAL  STAT^4»ir  THAT 
ROES  KOT  COHTAiW  IHOORREOT  OR 
ABBITIOIM.  fflFORMATtON 
R.^|NITION  Of  WORB  TO  FIT 
CONTf  AT  MOT  CLOSILY 
5*FtNBIlMi  A iFCOIFtO  OETAIL 
AF11R  REAOINB  CitriRi  RRIfTElieR 
OR  FARAORAm 
4»|NFiREMef 

AlFtRDlllO  THE  &ORRCCT  tTATO— 
•}FoaowiN8  otRtcrtoiits 
cIaH—RIHO  to  FIT  Riomi 
i^MAKINO  COMRARISOM  BETlieeH 
two  OR  MORE  TfRMS  AFtfR 
IBtHTIFYINO  RtUTfONlHfF 
EXsOUCM  is  TO  WKttI  AS  BAY 
»*  TO  fWItHTl 


I.  REVIEB  MItTS  J.  - \g|I. 


IT.  WSEBIB  WKriMS 

/L  EkiMiMATiM*  oevfoostY  mm 
mmm  in  multifui  choice 
tiomioMS 


^ ^^FELtlNO  WORO  FRGM  HOIORf 
WltHOU^r  LOORIMO  AT  TI»T 


£b.  loswrimftt  woRBS  tiwt 
cofkttEcr  Horn  m soond, 
SmU.tllB»  OR  RIABINi 
g^JACCEFT,  EXCSFt 


oral: 

FOR 


El^II 

WIOMI 
NULTII 
— sni 


m 


m-:: 


k‘A:v; 


pXi  ' 


m^m 


jm. 


wm^t  cotosactAt  occumTisHS,  sffciFics  . lAr^msg  arts 


ns  • mmm  verifjer  - bookkeepibs  s«scmf«  opep^tbs  « mesicai  recbhd  oesk  • STB«G8w»fKp 


conpfi0ei$(on 

<wi>f>iwwniHWii>fmB»V[i»iMnmr 


AFPiiEis  w:mim  » spsatNe 


I«  RSVI0I  wirTS  I.  . vHI* 


appueb  Gmmn  • usaee 


I.jsga  IWIT5  T . vm 


BETKOOS  m BATEPIAIS 


I#  mm  mm 


nm  OB  m» 
IT — 

■•■  — ■ I ■ 1 'I  I rrr-TinM 

leiA  m Ttifis 
utmmr  imT 
!R  ttRORRtcrr  OR 
ORNUTtOR 

mm  TO  FIT 
iosav 
SFie  oemit 
sifriRS  iiNTiisee 


m»m  STATfMBT 

i«n«NI& 

FIT  PURMSI 
ISOB  MniCtif 
HMS  AFTift 
iUTtOWHIF 
#IMtn  AS  m 


n.  assEiss  .eiBSTiois 


A*  afMtmrtNs  mvirnsLY  mm 
AietSEf^  IN  mTiaK  ohoick 
Qumsois 

$?eaiifo  mm  fsoh  i«»iciT  - - 
WTHOOT  H09KIF9  AT  TSST 

^ iBOffrimiMi  mm».  that  ^ 

coRREcr  Msf»  IS 
SmUNOs  OR  RSASIIIf 
^:ACCEFT»  iXCfFT 


TLB6»tM6  agSTIOlB 
^ OF 

mmm.  mtA  for  ‘ 

ORAL  IKTSaVISir  Al!» 
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A.  AKITifKi  AW  SUiSTRftCTIOHi  BeCtWL  NUNEWTIOH  SYSTEM 
II  mu  TW  AND  PLACE  VALUE;  EX:  90,  (f  * 9.0  •9*00.  9.09 
"ZERO’*  At  Placeholder  Ot:  "f  to  90,  1$  to  .09 
HORIZONTAL  AMO  VERTICAL  ADDITION  AMD  tUtTRACTION 

A)  CARRYINQ  IN  ADDITtOtt 
»|  RE0R0UPIN6  AND  OORROWIN6  IN  tU&TRACTION 
Cj  CHECKIH6  ARITHMETIC 

f ) KACBtEMT  AND  UoaiMO  OF  ENTRIES 
CJ  CHEOtlMO  ADDITION  AND  SUBTRACTION 
ill  CHECNtNO  PLACEM8IT  OF  DOLLAR  AND  CBAT  SYMBOLS 

4f  Application:  checkbook  and  cashbook 

A)  ADDITION  • deposit  SLIPS 

B)  subtraction  - IHKtMS  CHAMOE 

C)  KTCPINO  CHECKBOOK  OR  PETTY  CASH 

D)  PROVINS  (rECOMCILINO)  CHECKIN®  ACCOUNT  BALANCE 

^ NUirtillCATtON  AW  DIViSIOM 
1)  Multiplication 

AJ  short  WT  addition  USINO  BASE  10,  ZERO  AS  PLACEHOLDER 
BJ  N^ERY  OF  MHOiE  NUMBER  MULTiatCATION  INCLUDIH®  DECHMLi 
I)  PLACIN6  DECIMAL  POINT  IM  THE  PRODUCfT 
t)  ROUNDINQ  NUMBERS  TO  THE  NEAREST  CENT 
» CHECKIN®  PLACEMENT  OF  FieU»?ES  IN  PARTIAL  PRODUCT 

APFUCATfON:  SALES  SUPS  AW  TAXES 
1 1 MULTiaYINfi  tftTH  FT*  nE  ie*i  m va*  m«  a A.a 

i - - — - - ^ AP*  VNN4R  MINN-  PM  vfw*Kv  rvTMSfiiwsc 

t)  COWLETIM®  SALES  SLIP  BY.COMPOTIM6  SALES  AND  EXCISE  TAXES 

f)  Division 

A)  REVERSE  OF  NULTiaiCATlON  PROCESS 
tj  IMSTIRY  OF  SHORT  AND  LON®  DIVISION  INaUDIN®  DECINAL3 
0 ESTIMATION 

t)  ROUNDINO  NUMBERS  WTH  A STATED  MUMBER  OF  DECIMAL  PUCES 
Cl  APPLICATION  • UNIT  PRICE 

Ij  UNIT  flUAMmiES:  DOZENS,  OUMCEf-POUMDS,  TEMS-HOMDREDS 
t)  F1N0IN6  UNIT  AND  AVERAGE  PRICES 

0.  ROKAN  NUMBEPS 

I*  aocK  HOURS  (i«xiO  «.  Readins  Dates  CWMJCVn  **  *9671 
E.  METifC  SYSTEM  . 

jU  SPACIW  AW  TYP  . ARITHMETIC  CEinERIW  " 
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£«  RGPiBIATtQN  fNSTmjCTIOt  USING  ElWK  I.  STEIN,  REFt^SWER  HATHEMATICS.  AuLVN 
AND  Bacon,  boston,  1966,  unit  i t 

C,  TEACHER-TESTffK  ANO  RCTfSTIMS  OF  MEAKNESS  RCVCAt.EO  IN  NRtTeSTS  AFTER 
RDIEOtATim 

INTERFRETINS  ANN.  CONFLETtNO  SANFLE  BUSINESS  FORMS:  CIIECN vSTUB-CHECKSOON,  BANK 
STATON^*^  RECONCtUATf ON  STATENEHT 

E.  USINO  INUCE  AMO  TAX  CNARTf  TO  FRSNARE  AND  CHECK  BtUS 

1*  MMAN  HABERS  USUIS  STEtK,  P. 

!•  ESTABUSttlW  HABITS  OF  STSTEmTSC  ARITliETIC  ANO  mmm 
I*  ESTiMATC  AMHIgN 
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NETMOIt  ANB  PROlUMS.  OMifTS  OF  NUMBRATtO%  EOUtVAUIffS  ANO  RUMfriTItS* 


aMOLli 


mttT 


iwgWER  sevagfubrr  Ti^istiiG  paocwt 

comsEt  commm,  txicmnm  • sficiF 


8AXKI.jBAXJ„<Ll.-i^„fcfl.JLCrO 


A,  SPEED  DRIli  WITH  T£ACiCft.mDE  CHARTS  OF  CQWOHLY  USED  FRflCTIOHS.SiCIW'.  AMD 
PEKEirmSE  EQUtVAlElfrS« 

I)  RMCrtONt  m EQUATlQtt  FOm 

A)  MALves,  <wr»»,  EiFimis,  imsmatf  tixnaiTitt 
G(^  i « t/4  «•  4^  « s/ia  • 8/|6 

8)  iMInis,  ttXTMt,  TWELFTHS 

^tfy»  4/6  • S/i* 

D)  Tilt  • IttiiOltEtD 

S*  JLSSr  * 15  * s J **  <4 
10  10 

D>  Hixeo  K^|mtORS.4»D  SWIIMSTlIKt  MtA.TIM.¥$NI 
a*  {*  J 1^,"®'  i • 5/6  ♦ 1/5  • h)  i/5  • i • i/io 

(4J  j/io  xa/j*  175 

c5  CoNPWIHt  KOUS  WMMm  MW  FRACTIOH  tlVISIOit  jL(tJ  ^1*00  4.10  * iGf  (dimeI 

♦i.oe  « 4 « fiw  fooMrriE},  $uoo  • i • |i.oo  {wLWi} 

, a-{t)  100  • J ••  aoo,  100  . a/5 »« 150,  1 -?i/5  - 5,  t • 2/5  * « 1*5 


IgSyM-ga^am^  «>  ElAMPlESi 


I/O  **  I/O  + 1/»  • 


5Z» 
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IHTEREST,  DISCOUNT.  BWIW6  AND  SqtlNG 


A*  INTEREST,  Discount,  f^mcaMSiNB  Rttcs 
i)  Oefinitioni 

A)  INTEREST,  FRINCIML,  TOTM.  ANOUNT 

B)  TIME  rete.  Yearly  i^te  - conhercial  Year  (960  says) 
f ) iNTEflm  RWMuus,  Discount  Series 

Ij  /^ication  e?  FORMULAS  TO  BUSINESS  fimjm 
a)  INTEREST  IN  LOANS  AND  SAVINSS  ACCCKATTS 

t)  Interest  for  one  year 
tj  Interest  by  says,  months 

9)  FINOINB  INTEREST  RATE 

B)  DISCOUNT  AND  IHJRCHASIND  FRICE 

I)  SINOLE  DISCOUNT,  CONPUTINO  DISCOUNT,  FINOINS  DISCOUNT  RATE 
E)  DISCOUNT  SERIES  • FINOINO  THE  EQUIVALENT  SINOLE  DISCOtAIT  RATE 

EX:  2^  TRADE  Discount  + iOj(  cash  discount  1000  (list  price)  • $200 

(TRADE  DISCOUNT)  - ^ (CASH  DISCOUNT)  » DISCOUNT  » 

280/1000  - 28)^  (ANSWER) 

9)  AMOUNT  SAVED  BY  BORROMIN6  TO  SECURE  CASH  DISCOUNT 

B.  SALES:  PROFIT  AMO  LOSS,  PRICIKS  GOODS 
i)  Definitions 

a)  SEUINO  price,  «R0^  profit,  NET  PROFIT 
8)  PRICINB  BOOOt  • SALE  PRICE  BASIS,  COST  PRICE  BASIS 
t)  Applyinb  sales  FORNULAS 
a)  onois  PROFIT  AW  RATE 

t)  EROtS  PROFIT  » 8EU.IN0  PRICE  - COST 

2)  Rate  (it)  of  cross  profit  • dross  pwfjt 

mLiNi  pRtci 

bI  Net  Mofit  and  Rate  - 

* i)  Net  profit  - seuinb  price  - cost  • operatiw  expenses 

2)  ftlTE  ii)  OF  NET  PROFIT  » NET  PROFIT 

SELLINO  PRICE 

C)  PROFIT  PER  ARTiaE  » TOTAL  PROFIT 

NUMBER  OF  ARTlatS 

9)  PROBLEM  S0LVIN6  APPLYIW  SALES  FORMULAS* 

AN  AUTO  SUPPLY  CONnWV  PURCHASED  25  TIRES  AT  #10  EACH  AND  SOLD  THEN  FOR 
#15  EMH 

A)  BROiS  PROFIT  • FIND  TOTAL  AMOUNT,  FIND  RATE 

S)  RELATED  BUSINESS  U^«NSES  TOTALED  #50  • FIND  NET  PROFIT,  FtW  NET  PROFIT 
RATE 

C)  FIW  NET  PROFIT ,PER  TIRE. 
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B.  TEACHER-lllOe 

1)  FAMILIAR 

a*  5 + 5 

? HOURS 

2)  FOfWUU  IS 

A)  SENTENCE 

B)  COLUMN 
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9)  COST  • 

CLASS  DISCUS 

1)  COULD 

2)  Why  do  he 
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PINCOOHT  RATE 
(LIST  price)  - ?200 
DISCOUNT  • 


iPENSES 


METHODS  MATERIAL  AND  EVAmATiaW 


and  sold  TH0I  FOR 


WFIT,  FIND  NIT  PROFIT 


TH  APPLYIM6  INTEREST.  DISCOUNT  AMD  SALES  FQRWMS 

A.  RiFIRtNCIS:  I)  ApplIID  business  ArITWHCTJC.  units  6,7,11,12,1?  AND  CHART  P,  200 
" 2)  STEIN.  UNIT  IV  FOR  REMEDIAL  INSTRUCTION  IN  EQUIVALENTS 

AND  APPLICATIONS  OF  FORMULAS 

B«  teacher-mum  FOIPNAA  CHARTSS  NOROS  TAKIH9  THE  PLACE  OF  IRIMERS  IN  EQUATIONS 

1)  FANILIAR  NUMERICAL  EQUATION 

EX:  5 5 <■  lO 

7 HOURS  X ? MYS  (I  IMK  MiEX)  - ?|  HOURS 

2)  FORMULA  IS  6INERAL  STATEMEKT  OF  MFTHOD  

a)  SENTENCi  FORMULA  EX:  TOTAL  YEARLY  INTEREST  INTERfST  RATE  X PRINCIPAL 
•)  COLUNN  FORMUU  HtTreADE  PRICE  • ^50# 

X DISCOUNT  RAH 3U  W 

f discount  l5ioo 

C.  USINB  FORNUU  CHART  WITH  VERBAL  PRODLEMS 

1)  SeLECTION  OF' APPROPRIATE  RNOlULA 

2)  Drill  in  subtractino  numbeiu^  in  foiwulas  by  ibewtifyino  interest,  cost,  price 

?)  COHPARINB  VERBAL  STATEMHITS  ‘ 

Bl:  RATE  (percent)  CORPARtO  TO  AMOUNT  $|C0  AT  6j6  (INTEREST  BATE)  • fo 

(interest  ^as^) 

D.  Drill  on  problems  Ihvolvino  Extra  Stew 

Bt:  FIND  iKIlRtST  FOR  ONE  MONTH  ON  ♦200  AT  g 

iTVtaNDARD  FORMUU:  principal  X interest  rate  » INTEREST  + (YEARLY)  

2|  AODINO  EXTRA  STEP  (ONE  NONTH  INTEREST  RATE)  TO  FOWJULAJ  PRINCIPAL  X INTEREST 

RATE  (monthly) 

E*  REVICNINS  RIUTiO  FOfOWLAS 

a)  ft*Tg  OP  OHOSS  PROFIT  « CROSS  PROFIT 

•M  l »Mtt  pai^ 

gj  OROSS  PROFIT  - SELLINB  - COST 

5)  COST  • StUINO  PRICE  • CROSS  LOSS 
F,  CLAm  DISCUSSION  ON  ABOVE 

" l)  CaSLD  CROSS  PROFIT  BE  EQUAL  TO  OR  CREAT»«R  THAN  lOO^? 

2)  UHV  DO  HE  SUBTRACT  THE  SELLUffi  PRICE  FROM  COST  TO  CET  A LOSS?  • 4JJ[N7 

^ PRACTICE  Drills  sobtractinc  in  reuted  fornims 
t)  NWBERS  2)  percents  ?)  NUMBERS  AND  PERCENTS 

H.  mTNCINC  TEST  OF  DEFINITIONS  OF  BUSINESS  AR|TJC«T|C  (wHTS^  - IK) 

PRACTICE  IN  USIN8  COMPOUND  INTEREST,  TA>«,APP|tfED  BOSIHE^,  *** 

mE 
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JADIDITIONWL  ^TEP  business  ARlTHICTfC  ■»  SKtllS  AtP  WOBIEWS 

A.  U?t  UHORAflCC  AW>  TlfUVft  EXNMSti 

**  3^Ure*1IllUWWCf  - PftiNIUN  AATf,  OIVtStNOf  IHORT  TCTK  PO&.ICV,  CAMCHJB, 
SiroiwiT,  *IWW-ir,  OMWCIATION,  AVCTAIl  RATI, 

•)  mm  GVfNfts  • Miiis  m tAuai  , ^ _ 

t)  AmviNR  wmitT  siteouHr  wwwu  «ius  t»  RiuTf» 

EX;  SIR  FOIflUtA  FOR  IHTWtCT  (iHAMt  » WTBRIST  RATI  X PfilHClRAt 


WH  FOfMSU  FOR  FROtlUM  CHAR6C 
•I  FiNOINt  AVHMOES 

a)  AHRAte  OlFRiCiATIOII  MR  YIAR  • 
•)  AVCRAAt  NILft  MR  MILCH 


e}  AVCRAM  NIUS  MR  HOUR 
ft)  COftT  MR  MtlLl 


iinURANCt  RATI  X NUHBiR  OF  tMITS 
MFWCtATJM 
NUNKR  OF  VtARf 

isTAv  mm. 


• TOTAL  HOURS  OF  SRIVtHO 

• mnkjm. 

TOTAL  MILKS 


B.  UtlM  tVMSOLS  OR  IKWBSRS  FOR  FROfiLBI  SOLVIMO 

EX;  niTl  X TIMI  • DISTANCE  • RATE  X TIME  - OISTANCI  . 

““  MN  mVfiU  30  MILES  AN  HOUR  FOR  3 HOURS  3®  MILES  X 3 HOUM  ••  90  MILES 


*tr«  PBE»EKIl(rrWI^  TEST 
A)  RIVIM  UNITS  1-4 

ft)  MONK  SHEET  DRiaS  OH  FRE-MFLOYMENT  ARITHMETIC  i^lLU 

C)  FNACTICE  TUTS  INaUDINO  MUMBIR  AM  VERBAL  FROOLIM 

I)  HUMBER  SENSE  - A)  SERIES  ft)  CflMFARIlON  OF  FRACTIOUS,  MClIWtS,  MRCCKT 
*)•  MHAT  (PART  ONi  SRiHBiR  fi  Or  AnOTcwi  - Fif©  THE  SUMSSS  CiVSN  A FRACTISMAL 

FART. 

D)  TIMES  ME-OIIOVMOIT  SAMPLE  TESTS 

E)  WRITTEN  MRFONMANCE  TEST  , ^ 

l)  FLANNIMO  TIME  SCHEiW,E  • a)OVERV|EW  B)  EASIER  OUESTIONS  FIRST  c)  FINAL 
•HECK  OF  OUESTtONS  • ANMERS  ^ ^ ^ _ 

t)TYM  OFi^RSREOOIRE6-A)UBELas  MI^OWBOU  B)  NIMRICAL  FORM 
Ui  c)  FtACEMIMT  OF  AHI«M  IM  AFFROFRIATE  SPACE 


p: APPITIOWAl  SgjI 

A,  Mactice  in  REABINC  V 
STITtrriNS  NUMBERS,  A 
0,  DRIU  ON  UNftSRirANftll^ 
t)  CONFARINB  STATENEW 
D[:  iNTlflEST  RATE  ! 
OEMECIATfON  t 
t)  CONFARINB  AVERABS 
EX:  KAN  TRAVELS  80 
HOUfU  WfAT  IS 

PRACTICE  IN  SELSCTINB 

D,  EmUTIVf  TESTS  OF  HA 
TESTS  AND  CHAFTER  TIS 
I^PfilED  BUINESfi  ARilK 


X WE-atfM9gBBUiS11 

Arco,  net  YORK,  19^ 

m fmisHiNB  conmI 

FOR  BUSIICSS  A»?_^ 
gc  teacher  ORIIL  BN  CLfl 
c.  samfu  Rre-enplovi^ 
a,  IEchniome  of  anmim 

I)  ESTIMATE  AMHM  I 
OF  A 1MB  FART  PM 
(3)  CMICXINB  ARH 
(A)  «f  ESTIli 
(■)  ftV  FULL 


r A^rUCATiOII 


Bwn>  Bt  .mxf}(»f..'^.Am..M..m..y^ 

mmom  asva^wgKr  imimiic  hwiiw 

CWIRSC:  COMMIICIAL  OCCUMTIIMS  . SRCIFICS  . mi»«TICS 


WWB 


weTMODB  MATEItUt  A II  B t Y4 1.  BAT  I 0 » 


6 


MLieV.  CMKSJiB, 


vRINCtML 
WMMIt  Of  WII19 


MH9 


X 9 HOURS  » 90  HILCS 


»0NS*  MCilW.t,  ftRCKNT 
OtVfH  A fRACTIONM. 


iMSTIONS  ffftST  C)  fINM. 

niBOU  8}  Af^RICAL  FORM 
tATi  SfACf 


T,SIlDiTI0lli4L  miAm  60SiHESS_ARITIICTIC  SKiU$  A»^^ 

A,  ntACTICf  IN  NSA8IN0  VERBAL  fM«LENS»  SEtiCTIHB  AWWPRIATE  FORMAA;  ANB  SUB- 
“ OTITOTINS  MUNBEBS,  APPUEO  BUSIIKS  AUmWETIC,  UHITI  7,9 

i.  DRIU  ON  UNOiltfrANOINO  AND  FtNDINS  AVBRAOES 
t)  COMPARINB  SIATIMEin-  UP  AVtNME  NI1N  tHIlREST 
EX;  INTERCST  RAtt  IS  VSAM.Y  OR  NR  *100 

OEPMCIATION  (auto!  99*f/j  Y*ARtY  OR  |999«99  P«*«  *l»000, 
t)  CONfARINO  AVtRABt  AMO  SNIPONN  RATE  ^ 

EX;  MN  TRAVELS  tO  MILES  PIRST  HOUR,  40  MILES  SEOONI)  HOUR  AMB  90  MILES  THIRD 
**  HOlSU  HHAT  is  average  rate?  (90  MILES  PER  MOllRl 

PRAOTICE  IN  SELECTINS  PORMULA  f«M  AVERAOE  OR  TOTAL  ANO»fT 

D,  EVALUTIVE  TESTS  OP  SASIO  ARITWETtC  SKIIKS  AND  PROBLEM  SOLVINB  AMPTINS  INVENTORY 
“ TIS11  AND  CHAPTER  TESTS  IN  STEIN  SEPBE^ER^MTIi  AND  END  OF  CNAPTER  PROBLEM 
/APPLIED  BUIIESS  ARIlWCriC 


payit-!MO>hMWAm^»WWMli 


ARGO,  m TcaN.  I9ei9  ft) 

Stf  ftflLISHINS  C«PAI^CHIC^  l9g* 

PPR  BlSItCSS  AlP  Ca^R  USE.  McCRdM  HlU,  MEN  YORK  *9^  (TEXTBOOK  » NORKBOOKJ 
t,  tSw^SRILL  ON  ClS^  iSiviDiML  ARITHMETIC  AfllAf  OP  WEAKNESS 

sampu  ntB-EMPLovio  TESTS  (Appmotx) 

^ |)*mUMi?AlN^^  ELwlSSt  OtViOWLY  NR0M8  AMIMIRS  (9)  AN9MERIN9  SOTH  PARIS 
»rm  pStNOIUM  (4)  SILICTIHO  OUlCSIST  MAY  OP  DOlHO  ARITMNETIG 
(SJ  CHICKIMI  ARITHMETIC  OR  TIME  PBOHIS 
(A)  SY  iSriMATlOH 
(S|  SY  NU  ARITHMETie  PMICSSS 


v-:^ 


I 


) 


A?»DXX  I 


,mQW(TLY  MISSHimi  W(MJS 


abs@nc@ 

absyrd 

accept 

access 

accessible 

accidentally 

accoimdUite 

accumCLate 

accustom 

achi©T0B»nt. 

acknoNrledgment 

acquainted 

acquitted 

across 

advantageous 
advice  (noun) 
advise  (verb) 


battalion 

bearing 

becoming 

beggar 


beginning 

believe 

benefited 

biscTiit 

blaaiable 

borne 

boundaries 

brilliant 

Britain 

S^itannica 

buoyant 

bureau 

businees 


course  (noun) 
courtc^oua 
oourbegy 
cosy 

criticise 

cruelty 

cMse 

cylinder 

dealt 

deoeitfol 

defendant 

deferred 

deficiency 

definite 

dependant  (noun] 

deipendent  (verb] 

derived 

descendant 


lERiC 


airplai^e 

busy 

desoribe 

affect 

pafeterla 

description 

aggravate 

calendar 

despair 

aisle 

candidate 

desperate 

allotted 

can*t 

destroy 

all  right 

Captain 

develop 

already 

carburetor 

development 

altar 

ceiling 

devise 

alter  (verb) 

cemetery 

devise  (verb) 

altogether 

certain 

dictionary 

alumna 

changeable 

difference 

alumnae 

chtea^ng 

digging 

alumnus 

chrecteriatic 

dilapidated 

alumni 

chargeable 

dilemma 

always 

chauffeur 

dining  room 

amatetir 

choose 

dinning 

ambiguous 

chose 

diphtheria 

among 

chosen 

disappear 

analogous 

cite  (verb) 

disappoint 

analysis 

clothes 

disavosal 

analyze 

coarse  (adj.) 

discipline 

aj'jgel 

column 

disease 

angle 

ctiming 

dissatisfied 

annual 

coiistiission 

dissipate 

antecedent 

committee 

distribute 

anxiety 

comparative 

divide 

apparatus 

conpel 

divine 

appearance 

couponed 

dootor 

appropriate 

competent 

do»;*t 

arctic 

competitive 

domAitories 

argument 

conpl^Bant 

drudgery 

arising 

comprehensible 

c^lng 

arithmetic 

concede 

dying 

arouse 

conceivable 

ecstasy 

ascend 

conferred 

effect 

ascertain 

confidant  (hnun) 

eighth 

athlete 

confident 

eligible 

athletic 

coxmoiuseur 

eliminate 

audible 

conquer 

embarrassment 

audience 

conqueror 

eminent 

auxiliary 

conscience 

emphasize 

awkward 

<MMieci4ntlQWi 

en^oyees 

bachelor 

considered 

encouraging 

balance 

COOtilllUOUS 

eneny 

barbarous 

control 

equipped 

baring 

-Controlled'' 

erroneous 

barring 

cooperate 

especially 

baseball 

coips 

etc* 

based 

council 

coonseX 

exaggerate 

«lw 

exceed. 

eatcel  ' ' 

excellent  - 

except 

exceptional 

exhaust 

exhilarate 

existence 

exorbitant 

expense 

experience 

explahaticmi 

extension 

familiar 

fascinate 

feasible 

j^ebrtwry  . 

fiery 

fifth" 

FUlptno 

flnidlf 

fin«|0ier 

foregoing 

forfeit 

formally 

formerly 

forth 

fourth 

frantically 

fraternity 

freshman* 

friend 

fulfil 

fuli^ni 

furniture 

galely 

gayety 

gallant 

galoshes 

gambling 

gauge 

gage 

generally 

goddess 

government 

governor 

grammar 

grandeur 

grievous 

guard 

guidance 

harass 

having 

hazard 

height 

heinous 

heroes 

hesitancy 

holy 

hoping 

humorous 

hundredths 

hurriedly 

hygienic 

h^ocrlsy 

Ixiaginary' 

imitative 


HffiQWm:  mssPEr.Lii!n  wngns  (ccmtljttied) 


i.  i 


Immediateriy 

Imnlgratlon 

iintnlnent 

inprowptu 

Incidem  lay 

incidents 

incredible 

inoredtiloue 

indefinite 

independence 

indict 

indigestible 

indlopensmble 

ii^inlte 

infltience 

ingenious 

ingenuous 

innocuous 

inoculate 

instance 

intellectual 

intelligible 

intentionally 

intercede 

invitation 

irrelevant 

irresistible 

isthims 

its  (possessive) 

IV  a (contraction) 

itself 

judgment 

kidnaper 

knave 

knoirledge 

laboratory 

ladies 

laid 

later 

latter 

lead 

led 

liable 

library 

lightning 

likely 

literature 

loath 

loneliness 

loose 

lose  (verb) 

losing 

lying 

maintain 

maintenance 

maneuver 

iManila 

mantle  (cloak) 
manual 

manufacturer 

many 

marriage 

marriageable 

Massachusetts 

material 

mathematics 

mattress 

meant 


messenger 

planned 

renaisaanoe 

mileage 

pleasant 

rendezvous  '' 

miniature 

pblitio 

r^tition 

minutes 

politics 

replies 

mischievous 

possession 

representative 

Mississippi 

possible 

reservoir 

misspelled 

potatoes 

restwant 

momentous 

practically 

rheumatism 

murmur 

psj'airie 

rhythm 

muscle 

precede 

ridiculous 

nysterious 

precedence 

rite 

naive 

precedents 

sacrilegious 

paphtha 

prscedlng 

safety 

naval  (adj.) 

preference 

sandwich 

navel  (ncm) 

preferred 

satiric  .. 

necessary 

prejudice 

schedule 

Negroes 

preparation 

science 

neither 

pretension 

scream 

nickel 

pretensions 

screech 

niece 

prevalence 

secede 

nineteenth 

primitive 

secretary 

ninetieth 

principal 

seams 

ninety 

principle 

seize 

ninth 

prisoner 

sense 

noticeable 

pidvilege 

s^tencG 

nowadays 

probably 

separate 

oblige 

procedure 

sergeant 

obstacle 

proceed 

several 

occasion 

prodigy 

, shiftless 

occasionally 

profession 

shining 

occur 

professor 

shone 

occurred 

proffered 

shown 

occmTonce 

prohibition 

shriek 

o'clock 

promissory 

siege 

officers 

pronunciation 

similar 

omission 

propaganda 

simultaneous 

omitted 

prophecy 

since 

opinion 

prophesy 

smooth 

opportunity 

propitious 

soliloquy 

optimistic 

prove 

sophomore 

origin 

psychology 

speak 

outrageous 

pfurchase 

specimen 

overrun 

pursue 

speech 

pantomime 

paraH.el 

paraphernalia 

parliament 

particularly 

partner 

pastetcaize 

pastime 

peaceable 

perceive 

perception 

pereisgjtory 

perform 

perhaps 

permissable 

perseverance 

personal 

personnel 

perspiration 

persuade 

pertain 

pervade 

physical 

picnic 

picnicking 


quantity 

questionnaire 

quiet 

quite 

possible 

potatoes 

practically 

quizzes 

rapid 

recede 

rarefy 

ready 

really 

receipt 

receive 

recipe 

recognize 

reconmand 

reference 

referred 

?p6gard 

region 

religion 

religious 

reminiscent 


stationary  (ad  j. ) 

stationery  (noun) 

statue 

statute 

steal 

steel 

stops 

stopped 

stopping 

stories 

straight 

a^tch 

strait 

strictly 

succeeds 

Stusoessful 

summirlze 

superilntendent 

supersede 

surely 

surprise 

i^Hable 

,^?y»wistrical 

teiqperament 

tenant 


ii 


'o 

ERIC 


/ 


gRBQPENTLY  IfrgSPBLTJm  wmnfl  \ 


tmdmey 

than 


ttiair 

thSMpe 

therefore 

thi^*re 

thorough 

thousandthe 

tux 

to 

today 
together  , 
too 
track 
tract 
tragedy 
tranquillity 
transferred 
transient 
translate 
treacherous 
treasurer 
tries 
trouble 
truant  • 
trtOy 
Tuesday 
.nrnel 


typlKsal 

tyranny 

universally 

unmanageable 

until 

using 

usuaUy 

vacancy 

vengeance 

vigilance 

vilify 

village 

villain 

visibly 

wear 

weather 

Wednesday 

weird 

welfare 

where 

wherever 

whether 

which 

whole 

wholly 

who  *8 

whose 

wintry 

wiiy 

without 

women 

writing 

written 

yacht 


your 

you’ve 


3 


AHTOn  II 


OCClIPATlQiJS  * ^Hailing  Woocda 


typiet 

secret, ai7,  secretariea 

stenograph^  j stenographor 

bookkeeper 

office  manager 

keypmch  operator 

verifier  operator 

.private 

Wednesday 

Satitl^ay 

Thursday 

TuesdfQ^ 

typewriter 

typing 

posture 

December  , 

August  ^ 

January 

February 

fourth 

fourteenth 

forty 

twenty-six 

twenly-elxth 

ninety 

caie  hundred 

eight  thousand 

one  miUion 

billion 

merchandise 

Kespeetfully  yours, 

Very  truly  yours. 
Sincerely  yours, 

.address 

parallel 

.sfeparate  * 

space  bar 

carriage 

bachspacer 

invoice 

unit 

amount 

customer 

enclosed 

envelopes 

attention 

received 

intorvi.©w 

attaolied 

es^erience 

ordering 

receipt 

check 

personal 

appearance 

training 

duty,  duties 

materials 

business 

manpals 

machine 

instructions 


industry 

efficient 

electricity 

cuatomar  , 

hcrissontal 

vertical 

statement  of  account 

debit  ' 

credit 

balance 

folio 

amount 

appreciate 

govern,  government 

reference 

withdraw,  wlthiirawasl 


APMDn:  III 


0A3HIM  - Spelling  Words 


appearance 

personnel 

merchandise 

deodorant 

courtesy 

en$>loyee 

trustworthy 

customer 

supexmarket 

industry 

responsibility 

checkout 

c^ration 

service 

schedule 

assignznent 

equipment 

booth 

complaints 

cooperate 

cashi.ering 

opportunity 

register 

supplies 

eeceipt 

routine 

department 

demarcation 

conveyor 

pedal 

denomination 

machine 

technique 

accuracy 

procedure 

fatigue 

heel  • 

motor  bar 

benefit  • 

notice 

bagger 

taxable 

subtotal 

efficient 

special 

eontention 

groceries 

argument 

satisiy 

multiple 

basis 

receive 

benefit 

possible 

purchase 

different 

variety 

attention 

separate 

amount 

previous3y 

necessary 

obtain 

additional 


immediately 

collected 

notify 

function 

several 

prepare 

minimum 

instruct 

assistant 

occasionally 

handling 

transaction 

notation 

colupi 

verify 

authorized 

accepted 

certain 

approved 

deviation 

permitted 

discrepancy 

completion 

coupons 

expiration 

prescribed 

conpute 

entey 

available 

touches 

circular 

frequently 

utilized 

packaged 

wrapping 

whether 

hurriedly 

valuable 

precaution 

inadequate 

appreciate 

apparent 

equally 

distribute 

assigned 

positioned 

parcel 

pleasant 

containers 

ipright 

irregular 

operation 

vertically 

citrus 

cabbage 

poMtoes 

appropriate 

aluminum 

ammonia 

similar 

fragile 


ISSSJE 


* .Celling  Wordu 

om!4  coliaiai 
co31a.ting 
co»^iirlng 
ooatrol  pfiiael 
detail  printing 
dtiplication 
error  correction 
gaaig  pnncnlng 
groi^p  printing 
interpreting 
listing  . 
raergiag 

pmching  position 
punching  station 
relei^ 

reading  atation 
reproducing 
selecting  data 
seqpenoe 

sotn'ce  dooUmint 
mmiuesr  punching 
tabulating 
verification 
Jione  punch 
attto-coildng 


, program  control  lerer 
cable 
card  gage 
card  ;Jam 
card  lever 
card  iwaight 
carriage 

column  Indicator 
ejection 

fanning  the  cards 
feed  knife 
joggle 

mark  ser,sing 
manual  raplacement 
©lectrcgraphic  pencil 
laidng 

multiple  punching 
needle  checking 
character 
space  be? 

nonaal  alternate  switch 
delete 

data  processing 
chip  boK 
fortran 


AHWOnCf 

MPT  MEDIGAl,  mmOLOGY  - Word  Elements 

Sr  * o«t  Often  to  .jntoMy  ootocted 

« 

which  you  are  leaking.  , Pea*  eriuj^lej?  snmoae  that 
a word  meaning  a Mnditign  of  Ahe.  blood  charactorLod^  increased 


«»2.ement  beginning  with  a hyphen) 
^m  this  list.  For  eocan^le  a suffice  meaning  oonditl^^^  the  bl^  iS  « 

ww?*®  ^ ^ suitable  prefixes  (word  elements  ending  with  a 

ifiSEssaaa  1-  o» 

laportano#,  andeufcths  miff  lx 

iJ^wtmt  than  ingreased.  glyco  follows  hyper-,  thns^Soo-,  hemer-.  and 
^emia  are  arriua^a  liQ^r-glyco-emia.  * TOw-*  ana 

aance  emit  begins  with  a vowel,  hyper-glyoo-emia  becomes  "hyperglyS^a.* 

6.  To  check  on  the  word  so  obtained,  look  it  tin  In  e 

For  exa.^1.,  la  Uate3  to  Sl^ooS-Sl^S^^ 

dictionaries,  and  fits  the  def initial  with  which  we  started* 


GOtffifiQH  KBDICAL  1%EK£NO(ILO(i^  ..  Word  EXoneiits  (contitscMd) 


H.3.  ««  Xn  thi.s  ll8t»  altifrfiAtivo  word  of  Idontlftl  mmiag  m Xdutod 

in  ordnr  of  prAroferwncn* 


AMomilitjr  ‘ ' **pntbssr 

bgipor^f  at^par- 
after  poet««  ttnta» 

air  aero-»  pnevao-^  fennaate- 

amui  ano- 

arm  braehle- 

aroond  peri- 

before  l»ni<» 

below  adb- 

beeide  para- 

betveen  dia-«  inters 

bepood  para-^, 

blad/der  • c^rste- 

bleod  bwMfeie- 

fce»o-l>  ,heffla‘-3|  -esda 

bone  oateo- 

breatbjnj;  pneo- 

piennato-3. 

pneiino-spcu>ttiKa-3 

oeotmn  ceee- 

obeat  thoraco- 

colon  celo-«  eolono-3 

condition  -oaia 

condition  of  the  blood  -tiaia 

conditioia  of  the  nrine  -nria 

deficiamib  a-b^  ar-^ 

decreaaed  bypo- 

difficiolt  <i^a- 

dlacbarse  -rrhea 

dlaeaae  *path^ 

diacmiered  dya-,  Jial^ 

dnodemiB  duodeno- 

•ar  oto-^  atirionlo-3 

excreted  in  the  wrine  nria- 

•cKterior  eote- 

eye  ophthaIaio-»eenlo-3 

falling  -pteaia 

fear  - -phobia 

field  of  Medicine  -logy, -iatrica 
flow  -rrhoa 

f®ot  podor,  pedi3 

gall  bladder  cholecyate- 

l^a  aero-,  laieuMo-l^  pnomate-2 
gland  adeno- 

faead  eophalo- 

boart  cardie  - cordi-3. 

ileuM  ileo- 

inoreaaed  hyper- 

inflaiaaatioa  -itia 

interior  endo- 

inteatinea  ontero-.  See  alae  anna, 

ceciat,  colon,  duedemoa,  ilen», 

jo  jnnmi,  or  reetnit 


Joimnni 

joint 

kidney 

lacking 

larynx 

llTor 

limg 


jejtme- 
artlsre- 
n^hre-,  gXWi-z 
a-%  an-^,  ar-® 

. laryn^- 
hepato- 
pnet»iene<- 

pnei»ie-l>,  piOM«Qi-3 
manetmatie^  none- 

om^tial  payohe** 

»i»d  paycho- 

Mouth  atiMate-,  erl-^ 

Mnaele  nye- 

neck  oarrlce- 

aerve  nenre- 

noae  rhino-,  naao-^ 

wary  aphare-,  erarie-1 

ofer  hyper- ii  aaper-3* 

pain  -algia,  -dynia 

painful  dya- 

pharynx  phaxyage- 

conditien  of  the  bleed  -tala 
preaence  in  the  urine  -uria 

poa  pye- 

rectuM  recte- 

reapiiratien  pneuMo- 

aeience  -^^iegy 

akin  demate-,  derma-3,  -derna 
aknil  oranie* 

apacialiat  -legiat 

-iatriat^,  -iatrician3 
atowach  gaatro- 

atndy  , *logy 

sugar  * giyco- 

aurgioal  cutting  -teay 

anrgioal  opening  -atony 

aurgical  renwal  -eetoay 

teaticlo  orchie-,arehido-^ 

threat  See  larynx,  neck 

^ pharynx,  or  trachea 

trachea  trachee- 

tunor  -mtt 

under  hypo-,  aub-^ 

urinary  bladder  eyato- 

urine  ure-|  urii; 

rein,  wenoua  phlebo*' 

water  hydro- 

within  ende-,  intra-^ 


iQften. 

SOecaaianally* 

3?ere3y» 

^Baforo  any  eonaonaht  but 
SSefere  h or  any  t4wo1« 
oBofero  r* 

mm 
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DICOJIONARY  OF  BOOKKEEPING  (PERILS 

A 

A.  B.  A.  numbers — the  identification  n\3mbers  asslgnod  to 
banks  by  the  American  Bankers  Association. 

• 

abstract  of  accounts  payable- — a list  showing  the  account 
titles  and  balances  contained  in  the  accounts  payable 
lodgor  and  the  total  of  tho  balances. 

abstract  of  accounts  roceivablo — a list  showing  tho  ac- 
cost titles  and  balances  contained  in  the  accounts  re- 
ccivablo  ledger  and  tho  total  of  tho  balancos. 

acooptancG-«a  term  used  to  doscribo  an  accepted  time 
draft . 

account— -a  b'ooMreeping  form  that  is  used  to  sort  and  summax- 
izo  tho  changes  caused  by  transactions . 


account  balance — tho  difference  botwoon  tho  two  sides  of  an 
account. 


accoimt  form  of  balanco  shoo^b.*--a  balance  shoot  with  tho  assets 
at  loft  and  tho  liabilitios  and  proprietorship  at  tho  right. 

account  in  balanco — an  account  in  which  tho  debit  and  credib 
footings  aro  ogual. 

accounting  period— -a  time  interval  at  tho  «nd  of  which  an 
analysis  is  made  of  tho  information  contained  in  tho  book- 
keeping  records.  It  is  also  tho  poriod  of  time  covered  by 
tho  profit  and  loss  statement.  It  may  be  any  length  of  timo 
dosirod,  but  it  is  usually  a month,  ±hr-me  mrithh,  six  months, 
or  a yoar. 

account  sales— -a  special  report  that  is  prepared  by  tho  con- 
signoo  and  sent  to  tho  consignor  to  show  tho  disposition  of 
a consignmont . 

accoimts  payablo  account— -tho  summarizing  account  in  tho  gen- 
eral ledgor  for  all  accounts  with  creditors  in  the  separate 
accounts  payable  ledger, 

accounts  payablo  ledger- — a subsidiary  lodgor  containing  the 
individual  accounts  with  creditors, 

accounts  receivablo—— amounts  to  bo  collootod  from  customers. 

accoimts  receivable  account — tho  summarizing  account  in  the 
general  ledger  for  all  accounts  with  customers  in  tho  s©pai*ate 
accounts  receivable  ledger, 

accounts  receivable  card — a punched  card  giving  tho  customer 
name  or  account  number,  or  both,  and  tho  date  and  amount  of 
the  sale. 

accounts  receivable  lodger — a subsidiary  ledger  containing 
tho  individual  accounts  with  customers. 

accouhrb  titlo— tho  name  given  to  an  account. 

accrual  basis— a method  of  keeping  accounts  that  shows  expen- 
ses incurred  and  income  earned  for  a given  fiscal  period, 
ovon  though  such  expenses  aarid  income  have  not  boon  actually 
paid  or  received  in  cash. 


accrued  expense — expense  incurred  but  not  yot  paid. 


/ 


; ”3“ 

capital  ®teolE—i!i.o  -tolial  amovmt  of  stooli  -that  a 
oorpox’ation  is  pormilrtod  by  Its  cheirtor  to.^.iali^uo. 

automated  €i«iuipiaent**-o(iuipiaont  that  do©s  postirtiK 

automatically  from  ou  original,  record.  • 

automation— tho  use  of  automatod  equipmont  to  replao©  some 
hand  operations  in  business  or  industry. 


bad  debts— accounts  receivable  that  cannot  be  collected. 

Imd  debts  collected— amounts  previously  written  off  as  uncol- 
lectible that  are  subaqquontly  collected;  a f inancial . income 
account  that  shows  by  its  credit  entries  the  collootions  of 
accounts  that  had  been  previously,  written  off  as  tmcollectible. 

bad  delfts  expense— the  expense  account  to  which  tho  amount  of 
loss  on  uncollectable  debts  is  debited. 

balan\^“COlumn  ledger---three--oolumn  ledger  nxling  that  provides 
a debit  coliionn,  a credit  column,  and  a balance  column, i»,  ®he 
balance  col,uffin  is  used  for  showing  the  balance  of  the  .account 
after  each  entry  has  baon  posted. 

bal^oe  sheet— same  as  "Statement:  of  I'inanoial  Condition 5" 
a financial  report  that  presents  a detailed  pictixre  of  the 
financial  condition  of  a business  on  a specified  date^  a for- 
mal statement  that  sho^;s  v/hat  an  individual  (or  business) 
ovms,  what  ho  owo.s,  and  what  he  is  v;orth;  a financial  report 
that  shows  the  natiire  and  tho  amount  of  the  assets  arid  the 
liabilities  and  tho  amount  of  tho  proprietorship  on  a. speci- 
fied date. 

balancing  an  account— the  process  of  determining  tho  balance 
of  ^ account,  writing  it  on  the  smaller  side,  totaling  and 
ruling  th©  account,  and  bringing  the  balance  into  the  now 
soction  of  the  account  below  the  double  lines. 

balance*  slip— an  itemized  list  prepared  daily  of  coin  and 
paper  mpney  to  verify  the  correctness  of  the  cash  register 
audit  tape  strip. 

b^k  bailee— the  amount  in  a depositor  *s  account  after  adding 
all  deposits  to  tho  previous  balance  and  subtracting  tho  depo- 
sitor’s checks  and  service  charges. 

bonk  disc  omit— interest  charged  in  advance  by  a bank. 


bank  passbook— small  book  issued  by  the  bank  to  a depositor 
in  which  the  receiving  taller  records  the  date  and  amount  of, 
tho  deposit. 

bonk  service  charge — a monthly  charge  made  by  a bank  when  a 
dopositor’s*  balance  is  less  than  a fixed  sum  in  order  to  com- 
pensawthe  bank  for  the  expense  of  handling  a small  account. 

bank  statement— the  report  the  bank  makes  to  a depositor  show- 
ing his  deposits,  his  withdrawals,  and  his  bank  account  balance. 


bar  graph — a graph  with  solid  bars  that  shows  clearly  the 
comparisons  of  two  or  more  amounts. 

bill  of  lading— a special  form  of  receipt  Issued  to  the  shipper 
xor  goods  delivorod  to  tho  transportation  company. 

blank  endorsement— on  endorsement  that  consists  only  of  thf 
name  of  the  endorser.  ^ 


(^oup  of  P^rsom  s^l^ated  fey  tfe»  atooSs- 
corpomtioa”^  xitaafe^s^  1;o  tho  hminme  of  •ijfea 

^a'sgotiafeXe  instrtm^t  ropa?os anting 

band  siisaking  fmd— «an  amount  aot  aaldo  anuaXIy  for  tho  r^tir©- 
mont  of  a bond  issue  at  maturity.  ^ 

■ aciintained  ao-  that  they  show  a 

oontinuous  inventory  of  such  Itc^a  as  raw  matarlaXeg  goods 
3.n  procaaa,  and  finished  goods.  ' ^ 

boohkeepor— a person  who  records  all  tho  business  affairs 
of  a feusinoss  in  an  orderly  manner. 

bool^ooping  oycle*--th©  i-utir©  feeolehoeping  process  applicable 
period  ( ^otjrnallsingy  posting#  preparing  a trini 
balanos,  preparing  financial  statsmenta)/ 

4 one-line  summary  of  the  balance  eheat 

in  mathMjatioal  form#  I'he  fundamental  bool*k©oping . scuation  1b  t 
Assets  S3  Liabilities  -i- ’proprietorship 

bookkooping  machine--^  piece  of  office'  oguipmont  that*  will 
add,  sufetraot,  and  carry  forward  balmces* 

fSnm  which  information  Is  transforrod 

book  of  original  entity*  She  ledger  is  a book  of  final 

2^  original  entry— a book  to  which  tr04isactlons'ar>^:  re«'“- 

another,  in  the  order  in  which 
tnoy  occur.  SJho  journal  is  a book  of  original  intry. 

praseat  value  of  a fixod  assel:  as 
yacords;  the  iJlffeysnoe  betwooa  tha,  cost  price 

2 £j5^?  asset  and  the  accumulated  ©stiiaated  depreciation 
oalanoe  of  th©  fixed  asset  account  minus  the  credit 
roseryo  adoount(i  (of  aooounta  receivable)  the 
fif debit  baifanoo  of  Accounts  Receivable 
^d  tho  crodit  balpice  of  Reserve  for  Bad  Debts  5 tha  value 
or  a share  of  stock  shown  by  th»t  corporate  books# 

??  iaicome  and  oxponditures  for  a futixre 
one  years  systematic  estimto  or 
plan  for  a future  fiscal  period  of  a business# 

of^a^busineas^^  debt  that  is  incurred  in  the  operation  . 

business,  any  exchange  of  one  value 


creeled  checks — checks  that  have  be^  paid  by  the  bank  during 
stat^ont#®^'^  returned  to  the  depositor  with  the  monthly  bank 

\ 

^ permanent,  tangible  nature,  used 
5?^  operation  of  the  business.  !Ifhey  are  othisrwise  k?*own 
as  fixod  assets  or  permanent  assets# 

capital  expend! turos----©-xpanditures  for  the  eriginal  cost  of 
fixed  assets  and  expenditures  that  increase  tho  value  of 
fixed  assets  • 
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capital -expenditures  budge t “*~on  estliaiste  of  o-llph 
for  purchases  of  new  eqLuipment  or  othmc  fixid-Wset^  during 
a future  fiscal  peried  of  a.buaines©.  . 

capital  stook:'"“‘t.he  total  shares  of  ownership  of  a oorporation«> 

capital  stock  subscribed-- *a  temporary  capital  account  . tha'6 
contains  a record  of  capital  stock,  subscribed  for  but  net 
issued  because  tho  subscriptions  haya  not  been  fullj  paid. 

f*  ■ 

cash— the  amount  of  money  on  hand  and  in  the  bank.*  . • 
cash  balance— the  amount  of  cash  on  hand. 

cash  basis— a method  of  keeping  accounts  under  which  no  entries 
are  made  for  income  until  cash  is  actually  received,  and  no » 
entries  or©  mad©  for  expenses  until  cash  is  aott^lly  paid.. 

cashbook— a book  of  original  entry  in  which  the  cash  rieoeipta 
30u:mal  and  the  cash  payments  journal  are  brought  tbgeth^ 
to  form  one  book. 

cash  budget— an  estimate  of  cash  receipts  and  disburs^iLeints 
for  a future  fiscal  poried  of  a business 5 a budget  in  which 
tho  estimated  expenditures  for  the  coming  year  ore  allocated 
to  the  months  in  such  a manner  that  the 

given  month  do  not  exceed  the^  oasri  that  will  bo  avail- 
able (from  oolleotions  or  borrowing)  for  that  month# 

cash  discount— a deduction  that  the  solXor  offers  to  allow 
on  tho  amount  of  on  invoice  to  encourage  premmt  payment  by 
tho  purchaser. 

cash  item— a business  form  that  is  regarded  as  cash,  such  as 
a bonk  check,  bonk  draft,  money  order,  or  certified, check. 

cash  journal— a journal  in  v/hich  all  cash  transactions  and 
onxy  cash  transactions  arc  recorded. 

cash  method  of  handling  purchases— the  mothed  of  recording 
puremses  only  when  they  are  paid  by  recording  the  invoice 
in  the  cash*- payments  journal. 

4. 

cash  over— See  cash  short  and  ovair. 

cash  short  and  over— the  variation  of  the  cash  on  hand  from 
the  baXanoe  of  the  cash  account  or  cashbook.  If  the  cask  on  * 
h^d  is  more  than  the  balance  of  the  cash  account  or  cashbook, 
■she  cash  is  over.  If  the  cash  on  laand  is  less  than  the  bal- 
ance, the  cash  is  short;  the  title  of  the  account  in  which  a 
record  id  kept  of  the  variations  of  tho  cash  on  hand  from  " 
the  balanoe  of  the  cash  account  or  cashbook  as  rovealod^by 
the  daily  cash  proof , Ifhe  account  is  debited  for  all  short- 
ages in  the  cash  and  is  credited  for  all  overages. 

cash  payments  journal— a special  ioumal  in  which  only  cash 
.payments  are  recorded. 

cash  receipts  journal— a special  jouxmal  in  which  all  cash 
receipts,  and  only  cash  receipts,  are  recorded. 

cash  payments  transaction — a transaction  in  which  cash  is  paid. 

cash  register— a business  machine  that  is  used  to  provide  an 
immediate  record  of  each  cash  tranwaction;  a business,  machine 
provides  quickly  an  immodiate  record  of  transaoticns* 

It  also  provides  a convenient  place  for‘  sorting  and  keeping 
the  money  used  in  daily  transactions.  ■ 

cash  register  totals— the  daily  totals  for  each  type  of  trana- 
actlohi  such  as  cash  sales,  charge  sales,  receipts  on' account, 
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oaeSi  short— sae  cash  short  and  ovor, 

ula  iS^ca  poilcria^oS^Sa^!^^  a 

^ reosired 

^emissIKInco;^^^^^  application  to  the 

customer  to  whom  rnsrohandise  is  sold  on 

S®th^t^thI°^o™+"?^®?  acrohcmdlse  is  sold  with  tho  agree- 
ttot  01  the  LlS?  lat«r  thS 

inOoMorSim^+h£+®L°\‘^^^*’“'^®*  certificate  of 

ncorporatxon  that  hae  b©an  properly  recorded. 

°^,8'Ooc™'t  titles  showing  tho  arrangB- 
?S  each  ®2^  tsai^S  ® 

acaa  as  a“K’iS  ?Sinf  t^^ao1ioL“?'*“'="  by  a husi- 

paf^a^froi  Sf afooLt^®  depositor,  authorising 

up®a  to  dssorihe  the  from 

systoja*  ^ yments  journal  that  is  \ised  with  the  voucher 

g®^?.  “*=‘®  fo«tt  -tbat  is  bound  per- 

Of  the^h^k  iLf if attliixofto®!?!®^ 

chroixological  ordor-«”«in  tho  order  ot*  occarronoo* 

tSfis^Sridif  l«t?  S'Sf  °^'  ^ cii’Ols 

n V IS  ai-i  xdad  into  piecoa  or  seotions  that  indicate  pr6p03sti.ons . 
ref  to  ®r~MoS^t?'“^  balanoe  tran^fer- 

tf  tJ^sto^h^^Snl^F  “5'^®  ® period 

Tiranaror  tho  balaaioo  of  ono  acoomit  to  another . 

if  thS®a^oro?'H™™^i°  proooss  of  recording  tho  closing  entries 

and  haiff  posting  thorn  to  tho  lodgor,  and  ruliar 

ana  Daianolng  tho  lodgor  aooounts!  tViA  „4. 


tfmwf  f ®®2“ing  that  tho  oustomor  agroos 

p / . X or  2s.orohr,mdi80  at  tho  tluDio  of  doliYorye 

tf  show“tho'^otm+®?o'^f  aooount  that  is  maintained 

dobiS  fni  ?°ilootod  on  O.O.D.  sales.  It  is 

ooiloctiona  orodltod  for  all  C.O.D. 

ooxiootions  and  for  all  rotumod  c.O.B.  shj.pKiont3. 

ohof  thSI^Sf^f  f otalfSl  ^ out  daily  to  , 

fclonsj  and  rotuma  for  tho  day.  ' ^eOeB,  sales,  colloc- 


C.O»B.  p\isfohmo&^‘^xa?GTQBmB  that  m?0  wmwm 
lag  that  tho  m^chmUm  wiU  ho  paid  tor  at 
rooaived..  ^ 


th#  mdaratan>'i' 
th#’  ■ tt  • is 


■’.a’ 


0.0 *B*  aales^saXaa  that  are  mad©  with  tha  uaderatamdi^’g  tMt 
tho  marohandiae  wiXX  ha  paid  for  at  the  tim©  it  ia  deXivored. 


collateral  e^atjr^-^^  aa  atoo!^  dsh  bonda 

whloh^ia  plddad  with  tho„  Xehdar  - ae  aocwrltjr  for  tho 

02T  & XOBSQto  * 


ooXloption  agenoy-'^-a  buaiaeaa  orgeuaisad  for  tho  ptmoao  of 
ooXXoGtihg  Booomta  fcr  other  bua34i®aa. 


ooXlator--a  maotoe  that  automatioaljy  mergoa  ptmohM  oarda 
for  a maator  file.  ® 

» ■ ' <f  I 

QolXeotioi^  doo3cet<<*^th0  record  which  an  attorney  heepa  with 
oli^ta  who  engage  him  to  make  oollootlona  tor  theatr 

expoaao  inonrred  in  the  oolXi^tion 
of  nctea,  drafta,  or  aooomta. 

ratio— *t^  ratio  of  receimblea  (aocowtoi  notea, 
to  not  aaloa  and  indicates  tho  affici^^cy.cf 
a cnaineaa  in  collecting  ita  aoccnnta  with  cuatcia<n?e» 

223*1^^  2?®?  parent©  ^ocrnal— a oaah  reoeipto  jounoal  in 
which  special  colmma  are  providod# 

oolnmnar  cash  receipta  jonmal— a cash  reoeipta  journal  ±n 
which  special  ooltamna  are  provided. 

22tJ2J^  jotpnaWa  genera^  journal  in  which  opeoiaX 

columna  c^e  provided. 

ooluamor  journal--*^a  journal  with  spocial  columns  for  the 
olaaaification  of  transactions. 


ooltw^  purchases  joxamal-— ^ pm/ohases  jcmmal  in  Which 
special  columns  are  provided. 


rfftumed  purchases  and  allomnoea  journal— a retuniod 
pi^haa^  end  allowances  journal  ^ which  special  columns 
arc  provided.  , v 


columnar  retiirnod.  sales  and  allowances  . jouri^  returned 
provld^^  allowances  jetimal  in  which  special  ooluima  are 


columnar  sales  journal— a sales  journal  in  which  special 
columns  are  provided. 


combination  journal— a multi^^column  journal  that  combines 
several  journals  or  all  journals  into  one  book  of  original 

w a 
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combined  cash  journal— a combination  of  the  cash  receipts 
journal  aisd  the  cash  payments  journal  with  one  or  more  of» 
tho  other  journals. 


combined  cash  journal— see  combination  journal* 

ooMponna  mtvsr)  on®  tiiat  cataine  jofire  than 
ol«m«ntB.  Such  aa  »nt>Tr  iB»y  owsist  ef  tv/o 
.or  mere  debits,  or  two  or  more  credits. 

commercial  draft— a written  order  signed  by  cme  person  or 

a stated  sum 

of  la^ney  to  a third  party. 


/ 


oojnjls0i^r*^a  percentage  of  the  eeXXing  price  of  a oonclga- 
ment  that  the  oonel^ee  retains  as  the  fee  for  Ms  s'ervioos. 

ooamdsslon  merchaat-^^a  business  that  is  established  for  the 
pjn'pose  of  selling  goods  as  the  consignee  for  producers,  mer 
chants,,  and  aonufacturerSfli  * 


oonmon  dividends  payablO“»«»an  accdunt  that  contains  a record 
of  the  amount  owed  to  the  common' ‘stockholders  for  dividends.**. 


comon  language  maohlnes-^-office  machines  that  can 
with  each  othor  though  the  medium  of  punched  |>aper  t 

OClilC'uS  H; 


or 


common  stock— *that  part  of  the  capital  stoofe  that  does  not 
have  special  preferences  or  rights.  If  a corporation  has  only 
one  'Kind  of  stock,  it  is  known  as  common  stock. 


' f 

oonporative  balance  shoot-— a balonoo  sheet  that  showa  inform 
mation  for  more  than  one  fiscal  period* 

comparative  profit  and  loss  statemont-«^a  profit  and  loss 
statement^  that  shows  infoarmation  for  more  than  one  flsfCX 


comparative  reports*«^f inanclal  reports  that  show  the  figures 
for  more  thon*  one  fiscal  period. 

compound.  entryr'-*se©  combinod  entry*. 

comptroller— the  official  of  the  business  whose  approval  of 
the.  payment;  of  a voucher  must  be  obtained  before  the  check 
my  be  issued.  ; 

conditional  sales  contract— an  installment  contract  which 
stipulates  that  title  to  the  property  refejcred  to  in  the 
contract  shall  not  pass  to  the  purchaser  xmtil  the  price  is 
fully  paid  in  cash* 

oonsignse— one  with  whom  a shipment  of  goods  is  placed,  to 
be  sold  for  the  owner  (consignor). 

l9»  * 


consignment—a  shipment  of  goods  that  is,  placed  by  the  owner 
(consignor)  vidth  another  (consigneo)  to  he  sold  for  the  owner. 


consigoment  ledgm^-^i  subsidiary  ledger  containing  the  indir 
vidual  accounts  with  consignors.  ' 

consignment  sale—a  sales  transaction  completed  by  a consignee 
whereby  goods  ore  sold  for  a consignor.  . 


€ 

consignor— the  owner  of  goods  sent  to  a consignee. 


contingent  liability— a liability  that  doea>  not  actually 
exist  at  the  time  of  preparing  a balance  sheet  but  that  may 
materialize  upon  the  happenj^ng  of  some  event* 

A.  ■ 

balances— balances  in  accounts  that  are  the  opposite 

® balances  of  such  accounts,  (as  an  account  payable 

with  a debit  balance) * 


control34.hg  account*— »a  general  ledger  account  that  summarizes 
all  the  Recounts  in  a subsidiary  lodger. 

oooporative— -a  tyipe  of  business  enterprise  that  is  owned  bv 
its  customers* 


oop^ight— a special  license  issued  by  the  Federal  Kuvmmw 
that  insures  to  authors  and  publishers  the  exclpiiive  ri^t- 
^ written  works  or  trademarks  for  a period  of  twenty* 


Ooa?pox»atior4‘-'*a  fotn  of  business  orgcmlzation  that  m,%  have 
mcuay  owners  with  each  owner  liable  only  for  tho  araoaiii;  of 
his  inveetjaent  in  the  buslri«>fss.  It  is  an  artificial,  person 
erfiated  by  state  or  Federal  law.  As  defined  by  the  Suprene 
Conrt  of  the  United  States*  a corporation  is  '‘on  artificial 
invisible,  intangible,  and  existing  only  in  oontom-* 
platlon  of  law." 

..correcting  entries-- entries  node  in  the  general  ;Joumal  to' 
correct  errors  in  two  or  more  lodger  accounts, 

coat  of  nerchondise  sold— the  result  obtained  by  subtracting 
the  ending  reerohondise  inventory  fron  the  s\am  of  the  beginning 
nerohondise  inventory  and  the  net  purchases  for  the  nonth. 

coat  sheet— a special  sheet  containing  space  for  recording 
the  detailed  costs  of  each  production  order. 

Orfc— the  abbreviation  for  credit. 

credit— an  mount  that  is  to  be  recorded  on  the  right-hand 
side  of  an,  account. 

credit  balance — the  amount  by  which  the  right  side  of  an 
account  exceeds  the  loft  side. 

credit  amount  column— the  right-hand  side  of  an  account  or 
;}oumal  column* 

credit  entry— an  entry  that  is  placed  on  the  right-hand  side 
of  an  account. 

credit  footing  of  an  account— tho  columar  total  that"  is 
written  at  the  foot  of  the  credit  money  column  in  the  account* 

credit  for  dependents — on  exemption  that  is  allowed  for  each 
Mnor  child  under  eighteen  years  of  age  and,  in  certain  cases, 
for  others  who  aro  dependent  upon  the  taxpayer  for  their  chief 
support.  tPho  amount  of  this  exemption  is  subtracted  from  the 
taxpayer* 8 not  income  in  the  computation  of  the  income  tax. 

credit^  menorandiM— a special  business  form  that  is  issued 
by  the  seller  to  the  buyer  and  that  contains  a record  of  the 
credit  which  the  seller  has  granted  for. returns,  allowances, 
overcharges,  and  similar  items.  ^ • 

creditor— one  from  whom  merchandise  is  purchased  on  credit 
or  on  account. 

credit  side— the  right-hand  side  of  an  account. 

cumulative  preferred  stocic— preferred  stock  that  accumulates 
the  claim  for  unpaid  dividends . fron  year'  to  year. 

current  assets— assets  that  are  itn  the  form  of  cash  or  that 
can  be  converted  into  cash  within  a short  period  of^j^ine, 
usually  less  than  one  year, 

current  liabilities— liabilities  that  are  to  be  paid  within 
a relative  short  tine,  usually  v/ithin  a year, 

current  ratio— the  ratio  of  current  assets  to  current  liabi- 
lities, indicatf*!^  the  ability  of  a business  to  pay  its  current 
liabilities  in  cash  as  they  fall  due* 

customer— a person  or  firm  to  whom  a business  sells  merchondis^^^ 

customer  master  file— a file  of  accounts  receivable  punched 
cards • 


iwdXinf  of  ti^m  to  proviae  4«ais  ©a 

^ dootoi*  or  a dentist 

Ma^  of  the  patients  ©erred  on  each  day,  the  na- 
soloes  rendered,  the  oharges  to  the^-kents' 
aooouttt®,  and  the  cash  ooXieotions  .from  the  patlents'V. . 

event  talces  piuce. 

It  is  indicated  hy  specifying  the  yecir,  the  month  and  the  day, 

^ honored, 

date  of  draft'-«the  date  on  which  a draft  is  dravm*  „ 

P^JS^ent  of  dividehde  • •""••the  date  on  vdiioh  declared 
dividends  are  pt^yable*  wiw.on  aeoxarea 

which  the  recorded 

naaes  of  BtooSdiplders  are  listed  for  dividend  paymatu*  . 
date  of  the  note««“the  date  of  issus'# 

reowaed  oa  the  lAtH-imnd  aide 
3o^o^cSwaa?^’^"'^*‘®  loft— hand  aide  of  an  aoooasit  of 

ol'*m  aooOTmt^  •»‘t*y  that  la  placed  oa  tho  loft-haad  side 

' colaunaf  total  that  la  witt». 

a.  tho  foot  of  tho  debit  noney  colum  in  tho  aaoomt. 

dehit  aide«<the  left«<*haad  aide  of  an  aooouat» 

dehtof—oae  to  when  merchandise  is  scjld  on  aoooxmt, 

a»  oaonnt.  Dooroaaee  are  oreditB 

*0  liability  accounts  ^ tte 
proprietorahip  account.  j -i.  » . — 

hia^^oas^lnoSa"”"^^**^  taxpayer  i»ay  subtract  from 

t 

neSod^of^tS®?Th^«^  ^ oonsimed  within  a short 

that  will  supplies  and  services  purchased 

that  Will  he  oonsuned  in  the  operation  of  the  business* 

^^cLh  ^*^::;^2Siilct^! 

oales-the  gross  profit 
Ss^l^^rloa!  ^ ^ realiaed  until  a future 

»°'“®time8  used  in  oorporat'iori  aooounting  sys- 

ajSh*?jg*sj*s.*s^‘  *•  “ »««s^ ' , 


' ^ ■i.  *V*\ 


*t 


deposit or«-«-<>iio ’Ip 

deposit  tiolcet--^  form  on  wMon  the  dopositor  lists 

all  tho  iteias  tJin#  lie  wishes  to  deposit  in  the  honJe*  . 

d^rooiatlon— the  eoastant  decreaso  in  tho  m3ne  of  fixed  assets 
hecauso  of  wea«?j;  the  passage  of  tine,  2w^<3l  oh0oles<mda*  - 

■ ' ....  V ..  , :\j  , , 

®t3^P*“the  paper  tape  on  which  there  id  adto- 
naticai^  printed  a record  of  each  tranesotlon  enterod  on  the 
cash,  reglstor.* 

digital^commte:^mi^^e  coEipntor  that  deals  kith 

alplmhetio  letters  and  vidth  nnm  * • .; 

■ . ■’« 

direct  3Labor«^tho  isnount  of  the  wages  paid  to  enployoos  whoso 
tino  my  ho  ohorgdd  to  spooific  finished  product^ . 

dishiof'senont  vohohor^**n  utemdard  order  for  ViD3sXu$  pa^yments* 

dlsoomtod;^  tern  mod  when  interest  on  a note  is  taken  in 

3^(aV0(S!10  0 e ' *' 

disooimting  a note  reoeivahle-^-selllng  a note  reoeivahle  to 
a honk  or  to  sememe 

disoonnt  0/1,  ptiri^|iases'w^a  cash  disoomt  takon  hy  the  bnyor* 

discount  on  saleii'««^a  cash  discount  granted  by  the  seller# 

or  to  pay 5 ----said  in  respect 
or  a draft,  Mil,  chock,  or  noto»  > 

**%  " . . . ' 

dishonored  oheok*<'-*a  check  that  a bank  refuses  to  pay* 

dishonored  note*«-a  noto  that  th©  mker  refuses  or  is  unable 
to  pay  when  it  is  duo* 

diyided*fColum  i.ournal<*<Ha.  ^Journal  in  which  th©  debit  amount 
oolujms  ©re  at  the  left  ,of  the  account  titles  and  eicplanation 
coiucm  and  the  ohodit  amount  ooluons  arc  at  tho  right  of  tho 
account  titles  and  explanation  oolupji^* 

dividendrTthat  portion  of  tho  earnings  to  be  distributod  to 
stookholaers* 

donatod  eurpXus-^'^a  capital  surplus  account  that  contains  a 
record  of  the  par  yaXue  of  donated  stock  that  is  in  the  troa— 
of  tho  oorpwation  and  of  the-  pjcocosda  from  donatod. 
stocte  that  has  boon  sold.  ' . 

•» 

dormant  partnor-«fOno  who  is  not  3aiovim  to  tho  public  as  a, 
neaber  of  the'  firm  and  who  does  not  ta-ko  an  aotivo  part  in 
the  jaanagonont  of  tho  business . ^ 

•},  . ^ 

'*^oo|idceeping-**that  system  of  booklceeping  under 
which  both  tho  debit  and  the  credit  olomonts  of^^oach  trans 
action  cu^e  recorded*  : 

double  posting?">*the  posting  of  a debi%  aaomt  or  a credit: 
amount  to  two  aoeounts. 

down  pamont*»*»thk  cash  pas'mont  that  the  puamshobor  or  merchan* 
aiso  ®£ld  on  the  .installnont  plan  is  requia?od  to  moko  at  tho 
tine  of  the.  sale* 


Dr.— tho  abbreviation  for  dobit 


• I 

I 
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^^w^^the  porsin  who  orders  the  bonis:  to  pay  cash  from  Ms 


'"f  propriator  or  with  eooh 

is  i®  ls0pt  of  tho  tomporary  ohaagos 

prS^°^riosLr  withtoaw. 


i * 

eSSod  paremtago  of  tho  individual  tas^payor's 

eamoQ  tooono  which  h©  nay  auhtraot  fron  his  net  inocne  In 
tho  oonputation  of  his  inoon©  tax.  moona  in 

♦ 

midiatributea  corporation  profit®  recuXt- 
ing  fron  tho  rogulor  oporatione  of  tho  husinoas*  *«»***» 

I 

oomon  tern  uaod  to  desoriho  tho  digi'-> 
Sg  pJ^ooos  oaa  he  need  for  record  hooping  and  aooount- 

based  on  tho  wagos  and  salaries  of 

® nagptiahle  iastrunent  or  the 
ch^S  ^ oheok  that  transfers  tolls  to  the  instrument  or 


endorsement  that  states  on  whose  order 
the  oheoh  is  to  be  paid,  together  with  the  name  of  tho  endorser 

®i^s  his  ncme  to  a note,  a check,  or  other 
thw^rson!*^^*^^  purpose  of  transferring  it  to  ano- 

SS^  signing  a note,  check,  or  other,  similar 
instrument  for  the  purpose  of  transferring  it  to  another  person, 

entry— »each  record  in  a journal. 

®®  display  oases,  desks,,  type- 
writers, adding  mohiaes,  oad  cash  registers.  ; ^ 

individual  or  a husinoes 
may  naTe  against  on  asaot  or  a group  of  assets* 

ostinato  of  the  assets,  liahili-  . 
ties,  and  propriotorsMp  at  tho  end  of  a future  fisedl  period, 

Sn^es^  es'tiaate  of  the  iaoone, 

oapeasea,  and  net  profit  for  e future  fiscal  period.  , 

S^tiiTrf  pwprietorahip  resulting  fron  the 

insurance  premiums,  the  benefit 

It  fof?^rp^^ 

oonplete  description  of 

ow  of  tS*Sa^awl^!  epvelopo  the  orlginol 


I , 


taSl^!^  ii@ad®d  toxr  goa«j?al  us^  Im.lJlMfc, 

*‘*  ’ r 

taac  spptwjc^L-^.  Alcaic  on  wialoJi  detedi;3aS‘  Oi*!;**  - 
d^dmjions,  and  oradlta  S^.  inai 
viau^l,  oy  #pa?|f1)3?At;l»dn  i«r#  3?^orted  to  #0d«ra2fc  gaip»mif;::ii 

taae^  0OoiaX  saonaaity  toe  naid  .nni3F“  ^sf 
I«d  by  tb«  ?«fa^ga  sav«aaMEt;  to  oibslA  ^ 
g.  pi03P»DnB  ar®  t0!q(porarily 

/ 

139^  fca?  aervieaa'retadexta^. 

^*^holh*«nni«w2iS\Sfl*”**^?^  S®^*^  to  «i4  Paderal  ®vo»4iBe..  ; 

SLS?„L!'®*f?®Sf  use  to  pay  to®  oM  aE»i 

«3®wn  a^  tax  oXd«<ig0  b^nojtita  tax# ) .. 

SSSlin2^’’22?Z::2?2  ’’*55^  ^ocJsOizoa  to  the  pwcteae  of 

S narohandtoa 

piSdSSf ^ s 

flSaf gtai. 


a y«Qor 


b,  obtain:,: 


thf “o«  an,  anatosia  of 

tb»  opayntioaa  ot  the  httaJaasa  is  naa®.  ‘ ^ ^ * * 

a bustow^  ***  #4®^®^  piMfiod  to  the  oporatloa  of 


fixefl  l4abAMti.e«*~-sO)ae  os  “Ec 
that  do  »ot  Jjaro  to  be  paid  fc 
ao3®3a|  0pf»at4^oa  osf  tht 
y^jjraHjd. 


f^2?xi  Xfiabidiiit4»,^9,i|.  **  diiibta 

te  M ■ * 


fwjio  oy  tba  o<m®3tria^^ttb'  •aoto©..- 

tSie  laaas^lw  of  ' *^  * “ 

|a||j^  $n  fba  acooun:!  has  ‘ 

fQoti^-^snall  ponol;!  totaJtoiac 

o«iS  *2f  ojjotlior  |n  m moomt  or  ;^nrm;i;e  ifeml^v 

only  tfee  totals  ar©  •*oaap3i^<id  forward”  and  & 

P^^^totor^p?^  •ftuatioaA-ossets  equals  HabilittoB 


gain 

la  80 


% 
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two-oulucoa  jounml  that  my;  be  ueed 
in  rooording  aXX  typos  of  transactions  • . 

general  Xedger--tbe  ledger  that  contains  all  the  aooonnts  ‘ 
needed  to  nsOc©  the  inoone  statement  and  tho  baXanoo  sheet* 

already  established  and 

• ^ . > 

process— goods  in  the  factory  on  which  sons  operations 
have  been  performed  but  that  have  not  boon  conpleted,  ' 

^ process  inventory— on  inventory  representing  the 
total  cost  of  uncompleted  products  on  which  some  operatioxis 
nave  been  performed  that  are  on  hand  in  the  factoi^* 

represents  the  diffWonco 

between  the  booh  value  of  a business  and  its  purchase  (or 
sale)  price  when  the  3attor  is  greater  than  the  booh  values 
^^aaset  representing  the  value  of  the  proprietorship  of  a 
^ excess  of  the  aaomiit  of  proprietorship  appearing 
the  amount  by  which  the  price  that  a ooai*poration 
the  assets  of  a business  exceeds  the  proprlet03?y 
interest  of  tho  ownors.  ^ ^ 

mthematioal  figures  in 

gross  inoone— the  total  taxable  income. 

sales— the  amount  by  which  the  not  sales  exceeds 
tho  cost  of  tho  norchandiso  sold. 

% f 

rofora  to  a draft  or  a note,  meaning 
that  the  paper  was  eith|p:»  accepted  or  paid. 

ted^horiaontall^  graph  on  which  the  bars  arc  plot- 
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Itmediato  record— a business  paper  prepared  at  the  time  of 
a transaction  that  describes  a transaction# 

Un  balance— tet-m  nooning  that  the  total  of  the  debits  is  the 
some  amount  as  tho  total  of  the  credits. 

income— an  inoroasc  in  proprietorship  i*osulting  from  the  dper«« 
ation  of  the  bxisinoss . 

iacono  and  oxpon&o  summary — tho  account  to  which  the  balancos 
Of,  all  inoono  and  oxponso  accounts  aro  transferred  at  tho  end 
or*e^oh  fiscal  period. 

S'* 

report  showing  the  income,  the  exponsos, 
and  the  net  income  or  net  loss. 

inoreasos— additions  to  an  amount  e Increases  ore  debits  to 
asset  accoimts  and  credits  to  liability  eooounts  or  the  pro- 
prietorship accemt.  . 

amount  of  the  wages  paid  to  enployoos  who 
work  ^ tho  factory  but  whose  time  joay  not.  be  charged  to 
spo^iric  finished  products. 

input— acceptablo  means  of  presenting  infa^pmation  to  an 
mitonatcd  mohine.  . ® ^ . 
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which  an  auionatod  mchine  hero  read 

inxormation  as  data, 

inatallment  accounts  Z'scolTa)]ild*><-*tha  title  of  the  controlling 
aocount  in  the  general  ledger  that  oontrole  the  Inetallaent  ® 

installment  contract— -a  contract  that  sets  forth  the  oondi- 
tione  of  an  .i.nstalliaent  sale  and  the  payments  on  it,  ‘ 

^ special  ledger  in  which  are  leapt  the 
accosts  with  customers  who  purchase  merchandise  on  the  in- 
stallment plan, 

installment  sales— sales  that  are  made  on  terms  by  which  the 
nJJf  selling  price  at  the  tiiie  of  sale  ' 

® written  contract  covering  the  settlement  of  the 
balance  in  periodic  payments, 

osaet—an  aasat  of  en  intangible  nature  that  h«na-. 

several  fiaoal  periods;  an  asset  of  an 
immterial^  nonphysical  nature  that  adds  value  to  the  business 
only  as  a going  ooncom. 

interest— the  amount  paid  for  the  use  of  money. 

note—a  not®  in  which  the  maker  has  agread 
to  pay  the  face  ©f  the  note  with  interest, 

^terest  expense— the  expense  incurred  for  Interest  on  any 

interest  ^come— the  income  realized  from  interest  on  any 
claim  against  others, 

liability  representing  accrued  interest  . 
owed  by  the  business, 

P^^’c^ntage  that  expresses  the  relationship 
botwoon  the  interest  for  one  yoar  and  tho  principal, 

to^be^oolleoted^^^^”"^^  representing  accrued  interest 

* *■ 

shows  tho  quantity,  description, 
*b<>tal  value  of  each  unit  of  merchandise  in 

form  listing  goods  sold,  th®  method  of 
Shipment f and  the  cost  of  the  items,  ■-* 

(approved)— ah  itemized  statement  already  oheohod  f«r 
izir^^pa^ent^^^^  signature  of  tho  proper  person  author- 

value'*'  of  a.  shetre  of  stock  at  which  it  is 
issued  by  tho  corporation* 


ledger— a ledger  containing  all  the  cost  sheets  for 
tho  vtirious  3obs  in  process. 

journal— a book  in  which  any  of  the  records  of  a business 
are  xirst  written, 

journal  entry— the  record  of  a transaction  in  any  journal. 


3ourna.lizing«“-*th6  process  of  recordia^  a traiisactlon  in  a 

stops?  (a)  the  mental  process 

of  dete^ining  tne  de^ts  and  the  credits,  end  (h)  the  record* 
ing  of  the  entry  in  the  journal. 


#1,* 

ledger-- a group  of  accounts  (usually  all  the  accounts). 

legal  fees— amounts  charged  to  or  collected  from  clients  for 
legal -counsel  or  services. 

* 

liability— an  amount  that  is  owed. 

Itoitod  partner— one  whose  liability  for  tho  debts  of  the 
firm  is  limited. 

lilie  graph— —a  graph  that  uses  a single  line  to  indicate  in- 
creases and  decreases  in  an  item  from  one  period  to  another.  . 

liquid  assets— cash  and  other  assets  that  in  the  normal  oper— , 
vn  will  be  converted  into  cash  in  a reason- 

able length  of  time,  usually  within  a.  year*  (Dhey  are  alse 
Known  as  current  assets  or  floating  assots. 

liquidation— the  prooaea  of  paying  the  liabilities  of  a bnsi- 
selling  the  assets,  'and  distributing  tho  remaining  cash 
to  the  owner  or  owners  or  the  business. 

livestock  pt^chased  cost— the  amounts  paid  for  livestock  that  . 
is  purchased  for  the  purpose  of  resale  within  a fev/  weeks 
or  months  * 

purchased  sales— the  amounts  received  from  the  sale 
of  livestock  that  was  purchased  for  the  purpose  of  resale. 

long-term  liabilities — same  as  fixed  liabilities. 

loss  on  bad  debts— an  expense  that  results  from  failure  to 
collect  amounts  due  from  charge  customers. 

loss  on  fixed  assets— a tern  applied  to  the  loss,  or  expense, 
that  results  when  the  book  value  of  a fixed  asset  is  greater  . 
than  the  actual  value  at  the  time  the  asset  is  sold. 

loss  on  sal©  of  assets— on  expense  account  used  for  recording 
losses  that  result  when  assets  are  sold  for  less  than  the 
book  value. 


magnetic  ink  charaotor  reader— a machine  that  can  read  euid 
use  information  that  has  been  properly  pi’inted  in  magnetic 
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maker— the  person  who  signs  a promissory  note,  a^eeing  to  pay. 

malitog  a deposit— placing  cash  with  a bank. 

manufacturing  budget— an  estimate  of  the  manufacturing  costs 
for  a future  fiscal  period. 

» 

manufacturing  statement— a special  statement  that  is  prepared 
to  give  detailed  information  about  the  cost  of  the  goods 
manufaotwed* 

lii^ket  value— the  value  of  a share  of  capital  stock  or  mer- 
chandise at  which  it  may  be  sold  by  a stockholder. 


: -17- ' 
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k 
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4.itua?ity  date-- til®  data  on  which  the  note  ia  due* 

^teity  value—the  aEiount  that  must  be  paid  on  the  date  the 
noTi©  oecones  due*  /, 

membership  record— one  that  lists  the  names  of  all  the  mem- 
organization  and  shows  the  dues  that  each  has  paid 

asmor^duai  entry-~aa  antry  that  reoorda  Infoiroation  that  is 
not  to  be  posted. 

merchandise— goods  carried  in  stoch  for  sale. 

I I ‘ ' 

morchandis©  inventoary— the  value  of  the  merchandise  on  hand* 

produce— a special  inccmie  account, 
provides  that  merchandise  received 
produce  shall  be  reported  as  an  inooa© 
spoc^ial^^com?)^  produce  sales,  thus  necessitating  this 

merchandise,,  tui^pver— the  number  of  tines  that  a business  buys, 
an<5  sells  a stock  of  goods  during  a year. 

■ magnetic  inic  character  recognition.....-- 

mficSly^”^  numbers  are  used  to  process  bonk  checks  auto-  T 

applied  to  the  omount  that  must  be  subtrac- 

nroaS?\^^iL 

present  value  of  the  asset  nay  b©  kaown, 

of”^  Scon0*"a^omt^^  deducted  from  the  balance 

^ute  book— a b^ok  in  which  is  kept  a record  of  the  proceed- 
ings of  stockholders*  msetinga  and  board  of  diroctors*  meetings* 

miscellcneous  entries— entries  that  cannot  be  recorded -in  a 
apooiajL  journal, 

mixed  accounts— accounts  whose  balances  are  part  asiiset  and 
part  expense  or  part  liability  and  part  income. 

sinllar  to  lihe  cash  JouiWl  to  which 
^J}®  3°u^l  are'  traasf errod  at  the  end 

columns  in  the  monthly  summary  are  exactl'^f 
columns  iu  the  cash  journal,  except  that  on©  ' ' 
additional  column  is  provided  ,for  the  cash  balance# 
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incJ^chandiee  pruchased— the  not  onount  of  purchases 
plus  Transportation  of  Purchases.  ^ 

capital— when  tho  withdrawals  exceed  the  net^ 
pi*ofit  is  subtracted  from  the  withdrawals  and 
this  difference  is  called  net  decrease  in  capital* 

onount  of  the  difference  if  the  income  is.  lar- 
ger than  the  expenses, 

operations— in  order  to  distinguish  between  . 
the  regular  operations  of  the  business 
incono  obtained  when  the 

o«  subtracted  from  tho  Gross.  Inoone 

on  bales  is  called  Not  Income  from  Operations. 


»X8«» 


not  • loss--1;he  amount  of  the  cliff erono©  if  the  expense®  .are 
larger  than  the  incone. 

net  profit-- eeo  net  income  above. 


/ . 


^oss  amount  of  pxxrchasas  less  the  amount 
of  the  returned  purchases. 

net  sales— the  gross  amount  of  sales  less  the  amount  of  the 
retwned  sales . 

nominal  partner— one  who  repx^esents  himself  or  permits  others 
to  represent  him  to  the  public  as  a partner^  but  who  in  real- 
xty  la  not  a partner. 

non-interest-bearing  note— a note  in  v/hich  the  »^er  is'  not 
^required  to  pay  interest. 

nonop@r©,ting  expenses— decr#atses  in  the  proprietorship  of  a 
DusinesB  that  are  incurred  through  the  financial  control  of 
the  business.  ‘They  ax*©  also  Imovm  as  financial  expenses, 
nonrecurring  expenses,  or  other  expenses. 

nonoperating  incoms^Hin  increase  in  the  proprietorship  of  a 
busies®  that  is  derived  from  gains  through  the  financial 
control  of  the  business » It  is  also  icnown  as  financial  Income, 
nonrecurring  income,  or  other  income. 

no-par  value— having  no  face  value. 

no— par— value  stock— >etock  that  does  not  have  a value  for  each 
share  printed  on  the  stock  certificate. 

“no  sale**  transaction— a term  used  to  show  that  the  cash 
register  was  operated  for  some  other  purpose  than  to  record 
a sale  or  to  make  a payment. 

notes  payable— promissory  notes  issued  to  creditors. 

payable  register— a special  book  in  which  a detailed 
recom  of  all  notes  and  acceptances  payable  may  be  reoojdded. 

notes  receivable— proMseory  notes  received  by  the  business 
from  its  customers, 

i*A 

notes  recelyabl©  registor— a special  book  in  which  a detailed, 
record  of  all  notes  and  acceptances  s. receivable  roay  be  recorded. 


lERlC 


*0* 

obsoXoscenoe— the*  decrease  in  value  caused  by  changes  in 
Ejodels  and  new  inventions  that  render  fixed  assets  out  of 
date. 

old-age  insurance  benefits— annuities  or  pensions,  paid  to 
employees  who  have  been  taxed  under  the  Social  Security  Act. 

opening  an  account— getting  an  account  ready  for  use. 

opening  an  account  in  the  ledger— writing  the  account  title,  • 
on  the  heading  line  of  the  ledger  page  reserved  for  the  nccoiait^ 

opening  a ledger— getting  a complete  ledger  ready  for  use. 

opening  entry— an  entry  that  is  made  in  the  general  Journal 
to  record  the  assets,  liabilities,  and  proprietorship  of  a 
now  business  ut  the  time  the  business  is  organised,  or  of  a 
going  concern  at  the  time,  a new  set  of  books  is  opened}  the  • 
first  entry  that  is  usiade  in  opening  a new  set  of  books.  It 
is  recorded  in  the  general  journal  and  presents  a oompl®te 
record  of  the  assets,  the  liabilities,  an.d  the  proprietorship 
as  of  the  date,  of  the  entr 
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operating  expanses — decroasos  in  the  prv^prietorship  of  a husi- 
nuiio  that  are  incurred  in  carrying  on  the  nomal  operationB 
oi  the  business;  any  expenses  incurred,  other  than  the  cost 
u:t.  qoJdo  sold,  in  conducting  the  nornal  operations  of  the 
business o 

Operating  inc or.. e — the  increases  in  the  proprietorship  of  a 
pusin,eas  that  s.ro  dorived  fror:  the  principai,  operations  of 
ihe  business, 

.^rder  bill  of'  lading  a special  forr.i  of  bill  of  lauliiig  ths.t 
is  uaed  in  0,0,1) » freight  shipri,e.nts . It  is  negotiable  and 
IS  gO'jCt  unly  to  the  pers-.4i  in  whose  favor  it  is  dravin  or 
tho  person  to  wh..H/.  it  is  londorsed, 

order  blank — a printed  fonvj  furnished  by  the  seller  to  the 
buyer  for  the  buyer's  use  in  ordering  ncrchandise. 

wX'ganization  0xponscs~~costs  of  organiziing  a corporation, 
such  as  the  incorporation  fee  and  attornoys*  foes. 

ostensibj-o  partnor~—une  'who  is  openly  recognisiod  by  the  pub- 
lic as  a partner.  ^ y 

other  expanse' — an  expense  not  considered  to  be  one  of  the 
regular  operating  expenses  of  a business., 

output— the  result  or  infornation  given  by  an  autoriatcd  nachino. 

ouostanding  check— a.  check  that  has  been  issued  but  net  pro- 
sontod  to  tho  bank  for  paynont. 

^.■yerab Sorbed  overhead— *the  excess  of  the  extiiiatod  overhead 
ciiargea  to  the  goods  in  process  over  the  actual  overhead 
in  a mnuiac tuning  business, 

oyorhoad--thfc  oxponsos  uthor  than  rav/  naterials  and  direct 
iciDor  i>hati  are  incurred  in  the  i'a,nufacturing  process. 
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pain  invoices  file— an  alpha,botic  filo  for  paid  invoices^ 

parcol-post  o.O.D.  tag— a special  tag,  supplied  by  tho  Post 
nopartxiont,  that  tho  shipper  att.ach.Gs  to  a parccl- 
puot  C.O.P,  shipcont.  It  sli^ws  the  oust  oner’s  nano  and  ad- 
dress and  tho  anount  to  bo  collected  on  dolivory. 

preferred  stook— preferred  stock  that  has  th., 
rignu  to  shax'o  with  the  corxion  stock  in  profits  above  a fixed 
areo'unt . 

participation  dividends — oaminga  of  a cooporativo  that  are 
aistributod^  to  each  nonbor  in  proportion  to  the  ano'unt  of 
invostncnt  in  tho  coojxorativo. 

partner-  a person  who  is  a nenbor  of  a partnership;  one  who 
nas  onierod  into  a verbal  or  v^/ritton  agreonont  with  ono  or 
rioro  persons  to  uperate  a bu.sinoss, 

partnership — a forjii  of  business  organisation  in  which  two  or 
r.oro  persons  conbine  th-eir  property  or  their  skill,  or  both, 

yenboi’cnand  agree  to  share  in  the  xjirofits  ox‘  the  losses 
OI  the  business. 

value  of  a share  of  stock  printed  on  the  stock 
cor  ciiicate-;  tho  fa.ee-  value  of  ea,ch  share  of  stook  is  stated 
in  ch0  corporation  charter  and  on  each  stock  certificate. 
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par-^lu«  stook-- stools  that  has  h&m  assi^od  a deflnito  value 
tsad  tho  valuo  is  priatod  on  the  stook  o,ortifioatos# 

pasabook^-a  SKiall  book,  supplied,  to  the  depositor  hf  the  baaJe, 
in  which  the  receiving  taller  enters  the  ariount  and  date  of 
each  deposit.  Each  entry  in  tho  passbook  is  the  depositor's 
receipt  for  a deposit » 

• j 

patont-- a special  license  issued  by  the  federal  govemnent 
that  insures  to  an  inventor  the  es^clusive  right  to  nanufao**  . 
ture  his  invention  for  a period  of  seventoon  years, 

patients*  reoelvablo  Xedger««**a  ledger  containing  a dentist’s 
or  a physician* s accounts  with,  his  patients. 

patients*  receivable  siBiBiary««a  suppXenentary  record  fora  of, 
a dentist  or  a physician  te  which  the  acouciulated  totals  of 
the  daily  nenarandun  record  sheets  are  posted  at  the  end 
of  each  week  and  at  the  end  of  the  nonth  for  the  purpose 

^ proof  of  the  posting  to  the  patients*  reoeiv- 

al?le  ledger. 

payee^the  person  or  fina  to  v/hon  a pronissury  note  or  a check  is 
payable,  ^ 

payrollr-a  special  business  fom  listing  all  e»mloyees  enti- 
tled to  pay  for  a certain  period,  with  the  anounta  due  each. 

payroll  olerks*«-in  large  businesses,  office  workers  who  spend 
all  or  most  of  their  tine  keeping  payroll  records.  In  snallor 
Dusinesses  the  boolskeeper  usually  keeps  the  pcyroll  records, 

payroll  taxes— taxes  basod  on  the  wagos  and  salaries  of  en-*  . 
ployees,  ®hey  are  also  known  as  mploynont  taxes# 

pencil  footings— colunnar  totals  that  are  v/ritten  in  snail 
pencil  figipos  at  the  botton  of  nphey  colmms.'  In  a journal, 
pencil  footings  are  used  to  prove  the  equality  of  debits  and 
credits  ito  the  noney  columns. 

pensions— stated  allowances  riade  by  the  govemnent  or  a busi- 
ness organisation  to  those  who  nave  retired  fren  service. 

peg  board  systen— a standardised  systen  of  nanual  accounting 
(also  called  board  or  accounting  board.) 

graph— a bar*  graph  in  W/hich  each  bar,  r^ro- 
cent,  is  divided  to  indicate  the  proportions, 
of  tho  itens  that  nake  up  tho  total*  For  exonple,  a bar 
repres<Hiting  total  inoone  nay  be  divided  into  percentage 
proportions  to  indicate  cost  of  nerchandise  sold,  operating 
expenses,  financial  expenses,  Federal  incoae  taxes,  and  not 
incone. 

pppetual  inventory— (book  inventory)  an  Inventory  record  that 
shows  ohjpages  in  anounts  on  hand  as  the  changes  occur. 

personal  asset— an  asset  that  is  owned  for  personal  use. 

personal  exenption— an  anount  detemined  by  the  taxpayer’s 
status  as  a single  person,  narried  person,  or  head  of  a fan  ' 
ily  which  he  nay  subtract  fron  his  net  inoone  in,  tho  oonpu- 
tation  of  his  inoone  tax. 

surety— a person  who  a^ees  to  be  financially  res- 
ponsible for  the  debt  of  anothor  persoh.  ' 

potty  cash  book— a nenorandun  book  for  keeping  a record  of. 

ataanariising  th«  riisoollaneioua  amll  cash  pay- 

“f.1®  office  funa  rather  thaa  throu^ 

the  regular  checking  account.  ^ 
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petty  oaeh  funS-^-a  sxiall  fund  of  oash  that  ia  kept  on  hrind 
to  provido  tho  nonoy  noodod  for  naklng  sxiall  paynenta  or 
for  naklng  change  at  the  heginning  of  the  day, 

petty  cash  record-- ‘Ci  tern  used  to  deacriho  the  classified 
recora^that  is  kept  of  paynents  nade  by  cash  in  situations 
whore  It  is  the  practice  to  deposit  all  cash  receipts  in  the 
banK:  and  to  nak©  b,11  r.ia;Jo/'  diabut*sex*onts  by  check. 

pistty  cash  voucher— a written  forn  that  provides  an  Innediate 
record  of  a petty  cash  payiient, 

physical  inventory— an  actual  aicoumlitcf  Itens  on  hand,  '-i- 

physician*s  case  record— “-a  record  shee^t  for  each  patient  which 
contains  a oonplete  case  history  of  the  pati<^t« 

pictorial  graph—a  graph  that  nalces  us©  of  i^icturea,  drav/ings, 
or  cartoons  to  nak6  the  figures  or  proportions  nore  interesting, 

plant  and  ©quipnont— sane  as  ''Fixed  Assets." 

pocket  nenoranduxi  book— »a  snail  book  that  one  carries  with 
hxn  for  noking  a pencil  notation  of  the  nature  and  the  onount 
of  each  transaction  at  the  tine’  It  occurs. 

postjolcsing  trial  balance— a trial  balance  taken  after  the 

cj-osing  entries  have  been  posted  and  the  accounts  have  been 
ruj-ed, 

posting— the  proooas  of  transferring  ;joumal  entries  to  the 

posting  reference  oolum  of  the  journal— the  colunn  that 
provides  apace  for  writing  the  nuxiber  of  the  lodger  page 
to  Y/hioh  a debit  or  a credit  anount  in  a joinnxal  entry  has 
been  pestod. 

preferred  stock— “that  pa,rt  of  the  capital-  stock  that  has  son© 
special  rights  or  pref erences « 

prepaid  instire ace— the  cust  of  insui‘anc©  preniuns  paid  in 
advance j the  benefits  of  which  have  not  yet  been  received  by 
the  business;  ^ 

transportation  charges- — tr^sportation  charges  paid 
at  the  shipping  point  by  the  person  w^ho  is  sanding  the  shipnent, 

present  capital— the  propi'ietorshlp  at  the  ond  of  the  fiscal 
period. 

principal — the  cuaount  of  noney  borrowed?  ihe  unpaid  balance 

Ox  Cl  lOQMi. » f 


proceeds— the  aaoimt  that  the  borrower  receives  for  a note 
when  it  is  sold  to  a bank  or  individual  at  a discount, 

profeasional  fees— oxiounte  charged  to  or  colloct-id  fron  cli-  . 
e^s  for  services  rendered  in  a licensed  field  or  profession" 
^Dentist,  Doctor,  etc). 


profit  and  loss  statexient''^*-©©©  incone  st ’ '‘siient. 


profit  and  loss 
account , 


sur.mary  acooihit-'-incoiie  and  expense  suivaary 


appliM  to  the  profit  that 
the  book  value  of  a fixed  asset  is  less  than  the 
actual  value  at  the  tine  the  asset  is  sold. 
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proni0^oa?y  aaete-— an  unoondltionaX  written  pronla©  to  p«.y  a 
fixed  aiiount  of  nonoy  at  a definito  tine.  It  ie  siigned  by 
the  peraon  or  persona  agreeing  to  nalce  the  paynentt 

f 

proprieterahip— -owner ship . Its  value  is  neasured  by  the  dif**. 
lerenoe  betvi^een  the  total  value  of  the  assets  and  the  total 
^ount  of  the  liabilities.  It  represents  the  owner* s eauity 
in  his  assets, 

proving  cash-- deterninjng  that  the  amount  of  cash  on  hand 
agrees  with  the  booldceeping  records, 

provision  for  federal  incone,  taxes— a current  liability  ac- 
oomt  that  contains  a record  of  the  ostinated  onount  to  be 
paid  to  tho  Federal  govomnent  for  incone  taxes, 

purchase  allovKmoe-‘-a  credit  roce^ived  by  the  buyer,  often 
because  of  inferior  or  donagad  nerchondise. 

purchase  invoice— a fomal  business  paper  prepared  by  tho 
seller  and  delivered  to  the  buyer  that  tells  the  buyer  what  ? 
ms  been  sent,  and  when  it  was  sent,  and  the  total  cost  of 
tho  purchase,  " ■ 

puromse  on  aocount^-a  transaction  in  which  merchandise  is 
bought  with  an  agreenent  that  it  is  to  bo  paid  for  at  a later. 

uCt  v6« 

purohasi'  order— a business  for^:^  prepared  by  the  buyer  that 
desorib  the  nerchondise  to  bo  puroiiased. 

pwemses— the  account  used  to  record  all  purchases  of  nor- 
chandlse  in  a nerchondislng  business, 

puromses  account— a»>  account  in  tho  general  ledger  where  tho. 
total  purchases  for  tho  nonth  as  shown  in  tho  purchases  jour» 
nal  are  recorded  as  debits.  . 

puromsea  budget— an  ostlmte  of  the  purchases  that  will 
provide  for  the  anticipated  sales  of  a future  fiscal  period, 

purchases  journal— a special  journal  for  recording  purchases 
of  nerchondise  on  account,  (Also  called  purchases  booh  cind 
purchase  register.) 

puremses  return— the  credit  received  by  the  buyer  because 
nerchondise  is  rettamed  to  the  seller,  ^ 

*Q* 

(luiok  asset  S'' ^-cash  and  other  assets  that  can  bo  readily  con- 
verted into  cash, 

(auioh  rotio— the  ratio  between  the  quick  assets  and  tho  ctir- 
ren*c  liabilities , 
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ostinated  depreciation — tho  annual  depreciation  of 
a fixed  asset  expressed  as  a percentage  of  the  cost  price: 

dividing  the  annual  depreciation 
of  a fixed  asset  by  tho  original  cost. 

ratio— the  relationship  of  one  iten  to  another  iten, 

that  ore  either  changed  in  f om  or 
^ manufacturing  business  to 
become  a part  of  tne  finished  products  of  the  faotoxy. 


raw  naterials  inventory— an  inventory  representing  the  total 
cost  ox  natorials  that  are  on  hand  in  the  storeroon  of  a 
nanufactxiring  business. 

receipt  book-- 'U  bound  book  of  blank  receipt  stubs  with  detach- 
ablo  blank  receipts. 

reooncil^g  tho  bank  statonent— 'the  process  of  bringing  into 
a^eenent  the  bonlc  balance  as  shown  on  the  bonk  statenent  and 
the  balance  as  shown  on  the  chock  stub. 

repossessed  installnent  sales— the  title  of  the  general  ledger 
account  in  which  the  returned  installaent  sales  are  recorded., 

balance  sheet— a balance  with  the  assets,  the  . 
liabilities,  and  the  proprietorship  in  a vertical  arrongonent. 

repossession— tho  process  of  taking  back  nerchandise  sold  on 
the  installnent  plan  on  which  paynents  have  not  been  conpleted 

requisition  journal— a special  journal  in  which  a record  is  - 
mae  of  - each  stores  requisition  honored  by  the  stores  clerk 
in  a nanufaoturing  business  . 

reserve  for  bad  debts— sane  as  “Allowance  for  Bad  Debts,** 


reserve  for  depreciation— sane  as  “Allowance  for  Depreciation.* 

restrictive  endorsenent— on  endorsenent  that  linits  the  rec- 
elver  of  tho  check  as  to  the  use  he  nay  nake  of  the  funds 
collected.  . 


reta^ed  earnings — the  onount  earned  by  a corporation  and  nut . 

stockholders.  (Also  caULed  “earned  surplus 
"retained  incine,"  "aoounulated  earnings,") 


retirenent  of  partners— the  withdrawal  of  partners  fron  a 
partnership. 


returned  purchases— itens  of  nerchandise  that  the  business 
has  returned  to  tho  creditors  fron  whon  the  nerehandise  was 
purchased. 


sales— itens  of  nerehandise  that  tho  custoners  of 
the  fim  have  returned  for  credit. 

. . i 

revenue  expenditures— those  expenditures  that  do  not  increase . 
the  value  of  the  fixed  assets  but  that  are  necessary  to  nain- 
tain  the  assets  in  an  efficient  operating  condition. 


reversing  entries— general  journal  entries  nade  at  tho  be- 
ginnlng  of  a new  fiscal  period  to  rovorso  tho  adjusting  entries 
that  woro  recorded  at  the  ond  of  tho  preceding  period,  ^ 


sale  on  account— sales  that  are  nado  with  an  agreenent  that 
tho  onount  is  to  be  paid  at  a later  date.  (Also  called  charge 
sale  or  a sale  on  credit.)  ‘ 

sales— a bookkeeping  term  that  refers  to  all  merchandiso  sold. 

sales  allowance— a credit  allowed  to  a customer,  often  because 
Of  inferior  or  damaged  morchondiso. 

sales  budget— on  estimate  uf  the  income  fron  sales  for  a fu- 
ture fiscal  period. 
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involoe^-a' -business  form  preparod  by  the  seller  that 
lists  the  goods  that  are  to  be  shipped  to  the  oustoner# 

sales  journal— a special  jou:mal  in  which  all  sales  of  ner- 
ohaaidise  on  account  are  recojtJsdcd. 

sales  on  aooount-^saXss  that  are  nade  with  the  agi^oonont  that 
the  anount  in  each  case  is  to  be  paid  at  some  date  later  than 
that  of  the  sale. 

sales  (X'lAota— a statement  of  the  amount  of  salos  that  each 
salesi:m,  supea?¥i8or,  and  bron.oh  r.:anager  is  expoctod  to  con-, 
pl^te^  during  a future  fiscal  period. 

sftlos  return— the  return  to  the  seller  of  goods  previously 
sola  to  a oustoner. 

sales  elij)  or  sales  tiokot— a business  fom  that  shows  all 
details  about  a sale. 

sales  tax— a tax  on  sales  that  the  seller  collects  from  ous- 
toners  and  pays  to  th©  state  or  Federal  govemnent. 

savings  account-“-an  account  with  a bank  on  which  a bank  pays 
interest  to  th©  depositor* 

schedule  of  accounts  payablo— a list  showing  tho  balance  owed 
to  each  creditor  and  the  total  asiount  owed  to  all  creditors. 

schedule  of  accounts  receivable— a list  showing  tho  account 
titles  and  the  balances  in  the  accounts  receivable  ledger* 

schedule  of  farri  inoone  and  expenses— a special  forxiji  showing 
details  of  the  fazii  inoone  and  expenses  and  the  resulting 
net  fam  profit,  which  the  farrier  must  fill  out  and  attach 
to  hie.  Fodoral  incone  tax  return. 


school  treasuror— tho  school  faculty  xienbor  who  is  director 
of  the  student  activities  office. 

school  treasurer’s  fund— the  tit lo  of  the  account  that  is  set 
up  to  take  care*  of  all  incane-  and  expenditures  resulting  fron 
the  operation  of  tho  school  activities  office. 

iW 

seorat  partner— one  whose  nonborship  in  the  fim  is  not  known 
to  tho  public,  although  he  my  have  hn  active  part  in  the 
nanagen<»it  of  the  business. 

self-balancing  subsidiary  ledger— a subsidiary  ledger  fron 
which  a trial  balance  nay  bo  taken. 

selling  expense*  budget— an  estinato  of  the  cash  expondituros 
that  will  be  requirea  for  tho  exponses  of  tho  sales  aotivitiefe 
of  the  business  during  tho  budget  period.  : 

s^sing— a tom  that  dosoribos  the  reading  of  infomation 
fron  Input  media  by  an  automated  mohine* 

service  charge— (bank  service  charge)  on  onount  that  tho 

each  nonth  to  covor  the  cost  • ’ 
of  the  clerical  work  and  supplies  connectod  with  handling 
the  depositor’s  acoeunt. 

shares— the  units  into  which  the  ownership  of  a corporation 
is  divi.ded.  ' ^ 


sight  ch?aft — a oonnorcial  draft  payable  upon  presentation. 


sifi^etiire  card— a card  that  a depositor  signs  to  provide  the 
bank  w:lth  a copy  of  his  authorised  signature. 
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silent  partner— one  who  is  known  to  the  public  as  a member 
of  the  firm  but  who  does  not  take  an  active  part  in  the  man- 
agement of  the  business. 

simplified  invoice  form— a form  of  invoice  that  conforms  to 
the  standards  recommended  by  the  National  Bureau  of  Standards 
and  the  National  Association'  of  Purchasing  Agents. 

single-entry  bookkeeping— a system  of  bookkeeping  in  which 
only  the  debit  part  or  only  the  credit  part  of  a transaction 
is  recorded. 

single  -ledger  system  of  accounts— a system  of  accounts  in 
which  all  the  accounts  are  contained  in  one  ledger. 

Social  Security  Act— the  Pederal  law  imder^wid.oh  taxes  are 
imposed  to  provide  funds  for  old-age  insurance  benefits  and 
grants  to  states  for  the  administration  of  unemployment  com- 
peiisation. 

social  sooxxrdty  card— a small  card  issued  by  the  Social  Se- 
curity Board  to  each  employee  who  comes  under  the  prox'^isions 
of  the  Social  Security  Act.  It  shows  the  employee *s  name, 
his  permanent  identification  nxamber,  his  signature,  and  the 
date  of  issuance. 

social  security  taxos— a general  term  that  is  used  to  refer 
to  taxes  imposed  under  the  terjEs  of  the  social  soourity  laws. 

solid  area  graph — a bar  graph  in  which  the  bars  are  joined, 
together  so  that  comparisons  may  be  made  more  conveniently. 

' sorter— a machine  that  automatically  groups  all  punched  cards 

of  a sSmilasr^  kind  and  armagos  them  in  numorical  or  alpha- 
betical order. 

special  column— a special  column  used  in  the  journal  to  save 
labor.  It  has  as  its  heading  the  title  of  an  account  in  tho 
lodger.  It  is  usod  whonovor  an  account  in  the  lodger  is 
debited  or  credited  frequently  during  tho  month. 


special  journal— a book  of  origj;nal  entry  in  which  transac- 
tions of  only  one  kind  arc  recorded. 

special  partner — the  same  as  a limitad  partner  and  is  one  ■ 
whose  liahility  for  tho  debts  of  the  firm  is  limited. 

st^idard  ledger  rulihg— two-column  lodger  ruling  that  provides 
a debit  money  column  at  the  left  of  the  center  of  tho  page 
and  a credit  money  column  at  the  extreme  right. 

state  employment  tax— a tax  paid  to  the  state,  usually  by  , 
employers  only,  for  use  in  paying  persons  temporarily  employed. 

statement  of  account— a business  fo3cm  that  shows  the  oharges 
to  a customer's  account,  tho  amounts  credited  to  his  account, 
and  the  balance  of  his  account. 


statement  of  fin^cial  condition— same  as  “Balance  Sheet 
Statement . » 

statement  of  income  and  expenses— a summary  report  which  shows 
the  amount  and  sources  of  the  income,  the  ajcaount  and  kind 
of  each  expense,  and  the  not  increase  in  proprietorship, 

stock  certificate— the  printed  evidence  of  a stockholders* 
ownership  in  a corporation. 

stock  certificate  book— a book  of  blank  stock  oertif icates « 
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wtocjvholatjrr} — peraons  ovmlnp;  one  or  more  shares  of  the  capi- 
t-..J  I'locli  of  a corporation. 

^ subsidiary  ledger  that  contains  de- 
cj,.j.iv„,d  10 J orma bion  about  the  stock  O'wned  by  each  stockholder. 

stocu  ledger — a lodger  containing  an  acoourit  with  oach  typo 
oi  i.roduct  iiiauufcactured. 

stock  trarisfo-r  book — a special  journal  that  is  used  to  reoord 
tiVAas.Lors  of  stock,,  Its  entrios  are  posted  to  tho  stockhol- 

Ciux*  t j .Lc^d • 

j^'-^dd-iont  to  reexuest  the  bank  on  which  a check  is  drav/n 
bo  I'ljxusug  CO  pay  'clyo  chock  v/hen  it  is  pr-osonted  for  paymont 
(also  a-)plies_to  stopping  payment  on  money  orders  or  other 
s imx  nego t i ab  lo  ins trunient  s ) * 

stores  ledger — a ledger  containing  an  account  v/ith  each  item 
ol  ro.w  material. 

so^ros  requisition — a special  form  showing  an  itemized  list 
01  r<xv/  materials  to  be  withdravai  from  the  storeroom  for  ueo 
in  thu  factory. 

strj.xght“  methGd~“*a  method  of  calculating  depreciation 

distributes  thv  total  amount  of  tho  estimated  dopr'oeiation 
over  fclie  probab3.e  life  of  the  fixedl  asset  in  equal  annual 
insGS  i.imients , 

subscribers — persons  v/ho  promise  to  buy  stock  to  organize 
a corporation. 


siibca;rib.>rs ' ledger — a subsidiary  ledger  that  oontai 
xnj:o:matioa  about  the  subscriptions  and  tho  payments 
subsoriber. 


ains  all 
of  each 


subscrxpbion  book-^a  book  consisting  of  the  subscription  blank 

turned  over  to  the  bookkeopor.  It  contains., 
vne  3,111  opnatxon  that  serves  as  a basis  for  recording  the 
subscriptxons  receivable  in  the  general  journal. 

subscription  cash  record — a ntemorandum  cash  record  of  down 

paymonis  and  installment  payments  received  from  subscribers 
to  capitoJ.  sbuck. 

subf.Kn'dpb^  Hot— -an  agreement  signed  by  subscribers  indi- 

c.,. bing  the  amount  of  stock  that  each  subsci’iber  has  agreed 
CO  p.ir chase;  ^ 

sia,hs.ariptions  receivable — a current  asset  account  that  shows 
the  amount  co  be  collected  from  subscribers  to  capital  stock 
in  a corpoivition. 

subsidiary  lodger-— a ledger  that  is  summarized  in  a single 
account  in  the  general  ledger. 

suxim.:i\izing  entry— an  entry  in  journal  form  that  is  written 
bwlow  the  footings  in  a coluimox  journal  to  show  that  tlie 
debits  and  the  crj:;dits  are-  e^ua3.. 

lists  of  facts  or  financial 

it;[,u,;rus  uniiG  ure  usi.>d  with  the  balance  sheet  or  x>rofit  and 
IOCS  sba/Gcmont  as  supplementary  reports. 

as  ■■  Retained  Earnings^*  the  title  of  the  account 
incuL  oimmiarizes  the  changes  in  the  proprietorship  of  a cor- 

porsli on,;  surplus  plus  proprietorship  is  the  net  worth;  undi- 
vn.hMi  profits. 


o 
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•’T''  account — a form  of  ledger  account  that  showB  only  the 
accoimt  title  and  the  debit  and  credit  eidos. 

taking  inventory — the  procesa  of  ascertaining  the  present  ' 
value  of  the  morchandis©  on  hand. 

temporary  px‘oprietorship  accounts-- income j cost,  and  expense 
accounts  that  are  summarized  at  tho  end  of  each  fiscal  period 
so  that,  the  net  profit  may  be  transferred  to  the . poimianent 
proprietorship  accounts  through  the  profit  and 'loss  suiamary 
account. 

terms  of  sale— the  understanding  arrived  at  between-  the  buyer 
and  the  seller  as  to  payrnent  for  merchandisa. 

thirty  days  after  date — phrase  meaning  that  the  amount  is  due 
for  payment  on  a timo  draft  thirty  days  after  the  date  of 
the  draft. 

tickler  filo— a card  record  of  invoices  arranged  according 
to  their  due  dates 5 a card  filo  of  things  to  be  done,  arran- 
ged olpono logically  according  to  the  dates  on  which  tho  it«ns 
should  receive  attention* 

time  draft — one  that  is  payable  a certain  number  of  days  after 
the  date  of  the  draft  or  after  tho  date  of  acceptance. 

bime  of  the  note— the  number  of  days  or  months  from  the  date 
of  issue  to  the  data  of  maturity. 

trade  acceptance — a written  promise  drawn  by  the  seller  of 
morchandistj  at  the  time  of  sale  and  signed  by  the  purchaser. 

trade  discount— the  deduction  from  the  list  prices. 

transplacement— ( or  a slide)  an  error  caused  by  moving  all  ” 
the  digits  of  an  amount  to  the  right  or  the  left  without 
changing  the  order  of  the  digits. 

transportation  on  purchases— tho  cost  of  all  transportation 
charges  on  merchandise  purchased. 

transposition — an  error  caused  by  the  interchanging  of  digits 
in  an  amount.  ^ 


treasurer— on©  who  handles  the  financial  transactions  of 
an  organization. 


treasury  stock — stock  that  has  been  issued  and  that  is  lator 
reaoquirod  by  tho  corporation. 

* r 

trial  balance  the  proof  of  the  equality  of  the  debits  and 
tho  credits  in  the  ledger. 

trial  balance  footings — tho  columnar  totals  written  at  tho 
toot  of  the  debit  and  credit  money  columns  on  a trial  balance. 

trial  balance'  in  balance*“~the  two  totals  of  the  trial  balance 
are  equal. 

trial  balance  of  balances— a list  of  account  titles  showing 
tho  balance  of  each  account  in  tho  ledger. 

trial  balance  of  totals— a list  of  account  titles  showing  tho 
debit  total  and  the  credit  total  of  each  account  in  the  ledger. 

trial  balance  out  of  balance— the  two  totals  of  the  trial 
balance  oro  not  equal. 


uncoXD.ectibX©'  Q-ocouixts---*aocoun.’b8  with  chcirg-o  customers  who 
wiXX  not  or  cannot  pay  what  they  owe.  • 

underabsorbod  overhead— (fur  a maj^ufac taring  business)  the 
excess  of  the  actuaX  overhe^tci  over  the  estimatod  overhead  char 
ged  to  the  good©  in  process,' 

unempXoymont  oompensation—compensation  avaiXabXe  under  cor** 
tain  circumstances  for  those  who  are  unempXoyod  and  who  ore 
unabXe  to  obtain  empXoymont. 

unpaid  vouchers  fiXo— a fiX©  containing  aXX  the  unpaid  vouch- 
ers, OJhe  unpaid  vouchers  are  usuaXXy  arranged  in  the  order 
of  their  due  dates. 


*y* 

vaXuation  account— an  account  that  is  uiaed  on  the  baXance 
sheet  in  caXculating  the  present  vaXuo  or  book  avXue  of  on 
asset  account  to  which  it  Is  reXatod;  a reserve  account. 

verifying  the  extensions— proving  muXtipXioation  and  addition 
on  a purchase  invoioe. 

verticaX  bar  graph— a graph  in  which  the  bars  are  plotted 
vertically. 

voiding  a check— writing  the  word  “void"  across  tho  face  of 
the  check  and  the  stub  to  indicate  that  the  check  and  the 
stdb  are  not  to  be  used, 

voucher— a business  form  that  provides  written  authority  for 
a bookkeeping  transaction. 

voucher  check— a check  that  contains  on  its  faco  a brief  sum- 
mary of  the  voucher  to  show  the  purpose  for  which  the  check 
is  issued. 

voucher  cXex*k— a clerk,  v/ho  prepares  the  vouchers  of  a business 
that  uses  the  vouchor  system. 

voucher  rogister— a special  book  of  original  entry  in  which 
axl  the*  vouchers  of  a business  using  the  voucher  system  arc 
recorded. 

vouchers  payable— a general  ledger  account  that  px'ovides  a 
summary  of  all  the  unpaid  bills  of  a business  using  tho  vou- 
cher system.  It  is  in  the*  nature  of  a controlling  account, 
as  it  pi*ovides  a check  upon  the  sum  of  the  vouchers  in  the 
unpaid  vouchers  file. 

voucher  system— a method  of  controlling  expend! turos  through 
the  use  of  approved  vouchers. 


wasting  assets— fixed  assets,  such  as  standing  timber  and 
mineral  deposits,  that  decreaso  in  value  because  of  the  ex- 
haustion or  d-opletion  of  the  resource, 

withdrawals— assets  takeari  out  of  the  business  by  the.  proprio- 
tor  for  his  personal  uso, 

working  trial  balance— a booklce^ing  device-  for  arranging  and 
classifying  the*  trial  balance  items  in  terms  of  the  financial 
reports  to  which  they  apply. 


P3^ovia«8  for  th»  sorting 

^ papirf  ° siagS  shset 

prooeduro  of  using  carbon  paper 
OTitingT  ^ producing  more  than  on®  copy  with,  only  one 

' I 

“ customer's  account  that  is 

?o"lefl^o  trcnsfcrring  its  balance 
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■‘^'3-exlble  j;k2?:is  i.iost  nearly/ 

a.  breakable 

b,  flsuiiriiable 

c,  pliable 

d.  Keak 

'^ilileut  i. leans  laost  nearly 
a*  sensible 

b.  tmtclilnl 

c.  suspicious 

d.  restless 

3»  T.nnntc  means  most  neai’ly 
a*  eternal 

b.  Fell-  develoxjed 
G.  native 
d.  prospective 

bre cedent  means  most  nearly 

a.  , (Di'oample 

b.  theory 

C.  1?',F 

d.  conformity 

b.  The  eruployer  was  frlend3.y  to  his 
emp3.oyees« 

a.  amicable 

b.  accessible 
c*  tender 

d.  inimical 


'’Tliere  was  r/iuch  diversity  in  the 
‘"‘tiS^-stions  submit 'bed. " 
a*  similarity 

b,  triviality 

c,  value 

d,  variety 


Cl/ 


as 


Te  f-cher 


7.  'hie  vrs  surprised  at  the  temerlt.; 
of  the  new  employee.” 

a.  shyness 
hf  raslmesc 
0,  enthusi'sm 
d.  self-control 

u.  r.  re;piLation  which  is  ri,iid  is 
most  no$:el^r 

f.,  precisely  stated 

b.  -strictly  enforced 

c.  rarely  applied 

d.  cleci’ly  e:qpressed 

>.  dome  people  invest  money  un- 
Tfisely  because  they  are  too 

a.  credible 

b.  critical 

c,  creditable 

d,  crediolous 

11a clous  means  not  nearly 

a.  falterin,:! 

b.  deceptive 

c.  sttuablin^^ 

d.  foolish 

toticip--te  means  most  nearly 

a.  foresee 

b.  rnn-ui 

c , rrjprove 

d,  conceal 

12.  To  say  that  work  is  tedious 
i.ier/ns  liiost  nearly  that  it  is 
0.  technical 

b.  tiresome 

c.  interestlnii 

d.  confidential 


■b,- u bPbLjLilllCT  Tm3T 
'.'rite  the  letter  of 


the  word  which 


is  spelled  correctl?/; 


13. 

» 

proceed 

Ih. 

m 

e::istence 

15. 

H # 

wei^L , 

lu  * 

a. 

no tic able 

17. 

c%  # 

balansiny 

13. 

^ • 

spesific 

re.f*er?mce 

20. 

deductible 

21. 

i'- 

<A  • 

transoint 

90 

l~4  k..  # 

‘.**4 

t'A  # 

herata,;;e 

rs 

• 

exliabition 

ol. 

IS 

4,.  . • 

siuiiiliar 

b,  precede 
b.  existense 
b.  wde^jlit 
b.  noticeble 
b.  balancein-- 
b.  specific 
b.  i-’efeiTcnce 
b.  deductable 

b.  transient 
b.  heritc'TO 
b,  erdiibition 
b.  siinridlar 


0.  proseed 
c,  existence 

c.  iraipht 
c»  noticeab3.e 

c.  balancin^i 

c .  specef ic 
G.  reference 
G.  deducteable 

c,  tr ancient 
c,  heirita^e 
c,  sxibition 
c • s.h,ill.a.r 


d.  none  of  these 

d.  none  of  these 

d.  none  of  these 

d.  none  of  these 

d.  none  of  these 

d,  none  of  these 

d.  none  of  these 

d.  none  of  these 

d.  none  of  these 
d.  none  of  these 
d.  none  of  these 

d.  none  of  these 
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means  most  nearly 
a*  obstruct 

b.  accelerate 

c.  advise 

d.  demolish 

means  most  nearly 

a.  retaliation 

b.  warning 

a advantage 
d»-  deni /a 

^Q-Pit'ulate  meai-^s  most  nearly 

a.  repeat 

b.  finance 

c.  surrender 

d.  retreat 


^^sctenuating  means  most  nearly 

a.  esccusing 

b.  incriminating 
a,  exposing 

d.  distressing 

■'^^spicious  means  most  nearly 

a.  favorable 
b*  free 

c.  well-Imot«i 

c,  option 

Arbitrary  means  most  nearlj^ 
a*  responsible 

b,  conciliatocy 
c*  despotic 

d.  ergimientative 
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uia  .UITMTXG  PROBLEMS 


The  purpose  of  the  AMS  Arithmetic  Program  is  to  encourage  students  to 
develop  skill  and  accuracy  in  the  arithmetic  coapitations  that  they  >idll  use 
frequently  in  their  adult  life  regardless  of  the  type  of  business  they  may 
enter. 

Emphasis  is  placed  upon  the  use  of  knowledge  and  skill  in  arithmetic# 
However,  many  of  the  problems  are  stated  in  terms  of  simple  application  to 
business  situations  since  the  ability  to  us©  arithmetic  in  practical  situa** 
tions  is  important.  The  problems  are  the  type  that  should  be  understood  by 
students  regardless  of  whether  they  have  had  any  training  in  business# 

The  following  review  problems  are  typical  of  the  types  of  problems  t# 
foe  included  in  the  Arithmetic  Program  test.  It  is  recommended  that  these 
problems  be  reviewed  with  the  students  and  by  the  teach©jf,s,  using  th©  customary 
classroom  approach#  Because  the  review  problems  are  provided,  students  are 
expected  to  make  a perfect  score  on  a test  in  order  to  qualify  for  an  AtSB 
Certificate. 


1,  The  following  problem  requires  you  to  determine  the  amount  of  cash  re- 
ceived by  a business,  the  amount  of  cash  paid  out,  and  the  balance  of 
cash  remaining#  The  cash  balance  is  computed  by  subtracting  the  total 
amount  of  cash  paid  out  from  the  total  amount  of  cash  received# 


Cash  Received 

$397.98 

148.77 

2.63 

45.50 

838.74 


Cash  Paid  Out 

$139.71 

386.69 

72.28 

109.03 

41.17 


a#  Total  Cash  Received 
b.  Total  Cash  Paid  Out 


c.  Cash  Balance 


2,  An  operating  business  starts  the  month  with  some  cash  on  hand,  takes 
in  additional  cash  during  the  month  and  pays  out  cash#  Determine  the 
cash  balance  at  th©  end  of  the  month#  To  solve  th©  problems  (1}  add 
the  cash  balance  at  the  beginning  of  the  month  to  the  amount  of  cash 
received;  (2)  subtract  the  Wount  of  cash  paid  out  during  the  month. 


$1,367.42 

a#  $ 

$ 


Cash  balance,  January  1 
Cash  received  during  January 
Total  Cash 

Cash  paid  out  during  January 
Cash  balance,  January  3I 


Businesses  generally  deposit  cash  received  in  a commercial  bank  account 
and  make  payments  by  check#  Cash  ’’deposited”  is  th©  cash  pub  in  th© 
bank  against  which  “checks”  are  written#  The  company  keeps  a check 
stub  or  other  record  upon  which  it  keeps  a running  balance  of  cash  in 
the  bank.  It  ad^  each  deposit  to  the  balance  and  subtracts  each  check 
that  is  written#  In  the  following  problem  you  are  to  confute  the  bank** 
balance  after  each  transaction, 

$15,676.32  - 
$ 


Oocasionally  it  is  desirable  to  detemine  the  average  of  a series  of 
figures.  To  find  the  average,  several  mrahers  are  added  together  and 
the  total  divided  by  the  number  of  terms  that  were  added*  For  examiple, 
the  average  of  30,  42,  and  60  is  44.  (30  4*  42  + 60  « 132*  132  ♦ 3 « 44) 
Determine  the  average  in  the  following;  s 

a.  A store  sold  620  hi-fi  records  in  Aprilj  846  in  !fey;  730  in  Jimej 

548  in  July*  What  was  the  average  rMaber  of  records  sold  per 
month?  . . 

b.  The  sales  of  a store  for  one  yW  were  $70,963.20* , 

1*  What  were  the  average  monthly  sales? 

2*  What  were  the  average  daily  sales  if  the  store  was  open  308  days 
during  the  year? 

5.  The  following  problems  provide  a review  of  arithmetic  processes  involv- 
ing decimals. 

a.  Add  the  following: 

1.  *62,  *42,  .25,  .04  ** 

2.  1.2,  .063,  .454  1*0  ** 

3.  $4.50,  $.6?i  $.82,  $14  -•  

b.  Subtract  the  following: 

1.  .059  from  .128  * 

2*  ,546  from  1.48  as 

3.  .48  from  2.0  * 

c.  Multiply  the  following: 

1*  .32x'.56  s* 

2.  ,66  X 1.2  » 

3.  2*55  X 12.4  *» 

d.  Divide  the  following: 

1.  1.75  by  .25  • 

2*  ,63  by  .9  « ' 

3.  .69  by  3.0  ** 

e*  A compary  paid  $653.64  for  gasoline*  The  gasoline  cost  31.2  cents 
per  gallon* 

How  many  gallons  were  purchased? 

f.  A man  purchased  a TV  set  on  which  he  paid  a sales  tax  of  $14.25. 

The  rate  of  the  tax  was  3 per  cent* 

What  was  the  cost  of  the  TV  set? 

6.  Solve  the  following  problems  involving  fractions  and  reduce  the  amount 
to  the  lowest  denominator: 

a.  Add: 

1.  6 2/3+3  1/4  

2.  12  1/2  + 5 2/3  + 6 5/8 

' »<i’jlMiW|wg|i<|iHMi|ii>  aiKi^HWfc 

3.  « 1/6  + 21  3/4  + 92/5*  


b,  Subtra.ct: 


6^  b.  Subtract  (Ck>ntiriuad) 

2.  9 1/3-4  5/8  * 

3,  21  5/6  - 9 3/5  « 

c*  Multiply: 

!•  5 5/6  x 7 3/8  » 

2,  14  7/8  X a 1/3  * * 

3.  6 X 12  3/7  “ 

d.  Divide: 

1.  14  2/3  5 1/2  * 

2«  21  3/5  10  l/a  ** 

3*  42  1/2  ^ 18  1/3  « 

7*  a.  50  is  1/2  of  100#  What  fractional  part  of  100  is: 


ERIC 


b«  The  information  above  can  often  be  used  to  sioipllfy  computations* 
For  ecicao^le,  the  cost  of  I44  ball  point  pens  at  $.33  1/3  each  can 
be  computed  as  follows: 

144  X $*33  1/3  =*  $48*  However,  since  $,33  1/3  ia  1/3  of  $1,  the 
same  result  can  be  obtained  by  taking  1/3  of  144  which  is  also 
$48,  Compute  the  following  problems  by  this  method: 


Amount^of  Cost 


1,  36  paper  back  books  at  25  cents  each: 

2,  120  pencils  at  12  1/2  cents  each: 

3,  48  paclcages  of  paper  at  16  2/3  cents  each: 
4*  60  pensi  at  66  2/3  cents  each: 


8,  The  following  problems  involve  the  use  of  percentage; 

a.  If  you  purchased  items  upon  vdiich  a sales  tax  was  charged,  'idiat 
wo^jld  be  the  amount  of  the  tax? 


Amount  of  Tax 


1,  4^acket  $22,  rate  of  sales  tax 

2,  Badio  $H4«50,  rate  of  sales  tax  2$S: 

3,  Hsed  car  $875>  rate  of  sales  tax  2 1/25^; 


b.  Some  businesses  give  customers  a discount  if  the  merchandise  pur^ 
chased  is  paid  for  within  a specified  period  of  time,  such  as  ^ 
if  paid  tdLthln  10  days,  Wfhat  is  the  amount  of  the  cash  discount 
for  the  following: 

Amount  of 

Amount  of  Purchase  Rate  of  Discount  Cash  Discount 


$362.00 


b«  (Continued) 


Amvoft  of 

■■  of , .teoMse  Hate  of  Discount  Cash  PlBcounfe 


2.  493.35 

3.  $1,673.80 


9. 


c,  Deterfi}ining  the  «raark«up‘*  cn  iaerchandiee  is  a cocpifcatlon  that  is 
made  frequently  by  retail  stores.  is  the  sum  that  is  addsvi 

to  the  cost  price  to  arrive  at*  the  retail  price.  Iferfe-up  laay  be 
figux-ed  as  a percentage  of  tlie  cost  price  or  as  a percentage  of  the 
sales  price.  When  it  is  figured  a®  a percentage  of  the  cost  price 
it  is  called  ‘'iBark-»up  on  coat.*'  When  it  is  figured  ae  a percentage 
of  the  sales  price  it  is  called  “laark-up  on  retail’*  or  ’’laarkwip  on 
sales.”  For  eatajuple-,  a store  wmts  to  sell  an  article  at  a price 
equal  to  33  X/3%  more  than  the^  $15  it  had  paid  for  the  article  or. 

In  other  words,  at  a 33  1/3^  isark-up  on  cost*  Such  maack:.Aip  would 
be  $5*  It  is  confuted  by  fmiltiplying  the  $15  cost  price  by  #33  V3* 
The  sales  price  based  upon  the  mrk-up  is  then  $fi0.  It  is  ocsiputed 
by  adding  the  $5  mark^^up  to  the  $15  cost  price*  Instead,  hcswever, 
the  store  laight  ^ete  to  establiah  the  sales  isrlce  of  the  article 
on  the  basis  of  a 33  1/3^  “fiiark-up  on  retail.”  Such  aark-up  would 
be  $7.50.  Here  is  hew  it  is  arrived  ats  The  retail  price  should 
be  considered  as  equivalent  to  lOOjS.  Since  33  1/^  is  the  desired 
mark-up,  the  balance  remaining  (66  2/3^)  repreaents  the  $15  cost 
price.  Therefore,  since  66  2/35^  equals  $15,  33  1/35^  is  1/2  of  $15  «“ 
$7.50  which  is  the  dollar  value  of  the  33  X/3$  mark-up.  The  sales 
price  based  upon  that  mai"?<-up  is  then  ^2.50*  It  Is  computed  by 
adding  the  $7.50  fflork**up  to  the  $15  cost  price* 

What  would  be  the  selHi^g  prices  of  the  following  items? 


d*  If  a store  purd^aced  .a  lamp  for  $50  and  sold  it  for  $75  s 

1,  What  was  the  per  cent  of  mark-up  based  on  cost? 

2.  What  was  the  per  cent  of  mark-up  based  on  selling  price? 

e.  What  was  the  per  cent  of  mark-up  on  a table  that  cost  $75  and  sold 
for  $100? 

1.  Based  on  cost 

2.  Based  on  retail 


When  a person  borrows  Kionoy,  he  is  charged  interest  on  the  loan.  The 
interest  rate  Is  based  upon  a percentage  of  the  amount  borrowed  (called 
principal).  The  ia^iterest  rat©  is  quoted  on  an  annual  basis.  If  you 
borrow  $100  for  one  year  (36O  days)  at  6%,  the  interest  would  be  $6| 
for  BtK  months,  it  wc»^  be  $3j  for  60  days  (6O/360)  it  would  be  $1.00. 
Hence,  the  interest  is  computed  by  multiplying  the  rate  by  the  principal 
and  by  the  time.  Compute  the  intei^eat  on  the  followings 


Soaie  ea^loyees  in  business  ar©  paid  on  an  hourly  basis  and  are  paid  a 
higher  rate  when  they  work  ov«<rtime*  MJke  Wilson  worked  46  1/2  hours 


Article  Cost  I’rice 


Selling  Price  Selling  Mce 


1.  Electric  fan  $ 50.CO  3C^ 

2.  Carpet  $120.00  2%% 


Principal  Hate  ?lme 

i»iiit»>»wwittK, !;»■<.  wSiSmmm  miSSSSSk 

a.  $200  6%  6 months 


Interest 


b.  $300  60  days 

c.  $190  6%  45  days 

d.  $440  6^  3 months 


®.  $500  years 


10.  (Continued) 


earntag»  foi  the  - workB  ia  one  week,  as 

ertrnjjigs  a or  the  week  are  confuted  as  follows:  * 


Bagular  earnings 
Overtiifie  eam:?jags 


kO  2f  $X.80 

6 1/2  x,.$2.70  (1  1/2  3c  $1.80) 

Total  earnings 


* $72.00 


wS^is  following  persons.  The  regular  work 

w^ek  is  forty  hours  and  tijn©  and  one^half  for  overtime. 


Hours  Worl^ed 

2Sfflag£_H_ate  Total  Earninfja 

a./  BSmma  Grisler 

k3 

$1.50 

b.  Albert  Allen 

h$  1/2 

^•90 

c.  James  Whitfield 

ko 

2.12  1/2 

d.  Mary  Stone 

36 

1.66  2/3 

AMS  Arithiaetlo  Bavisw  ProKLama  - ESI 


b.  7W.88 

c.  68It.7l» 


a.  $U,213.6l 

b.  3,720.56 


a.  m,9S2.03 

b.  13,733.39 
0.  16,383.02 
d.  16,353.36 
6.  15,863.08 
f.  16,813.58  ' 


a.  $686 

b.  (1)  $5,913.60 
(2)  $ 230.1*0 


a.  (1)  1.33 

(2)  2.713 

(3)  $19.99 

b.  (1)  .069 

(2)  .931* 

(3)  WS2 

c.  (1)  .1792 

(2)  .792 

(3) 31.62 

<i.  (1)  7 ■> 

'(2)  .7 

(3)  .23 
0.  2,095  - . 
f.  $1*75 


a.  (1)  9 U/L2 

(2)  21*  19/21* 

- (3)  36  19/60. 

b.  (1)  9 5A2 
(2)  1*  17/21* 

(3)  12  7/30 

0.  (1)  1*3  1/1*8 

(2)  123  23/21* 

(3)  m h/7 

d.  (1)  2 2/3 

(2)  2 2/15 
(3)  2 7/22 


7.,  ■ 

a.  (1)  1/1* 

(2)  1/3 

(3)  1/6 
(1*)  V8 
(5)  1/16 
(6)  3/8 

b.  (1)  $ 9.00 

(t'3  15.00 

(3)  8.00  . 

(1*)  1*0.00 

8. 

a.  (1)  $ .66 

(2)  2.29 

(3)  $21,875 

or  $21.88 

b.  (1)  $ 7.21* 

(2)  $ 12.31*6 

or  $U>.35 
(3)  $50,361* 
or  ^0.36 

0,  (1)  $65.00  $71.1*3 
(2)  $150.00  $160.00 

d.  (1)  5QS5 
(2)  33  1/3% 

1.  (1)  333^3% 

(2)  25^ 


H0  00 

b,  1.50 

c.  or  $1,U3 

d*  $6* 60 

•.  $37*50 

xo; 

$66.75 

b*  S>1.675  or  $PX.68 
0.  85*00 
d*  60.00 
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lOJttt.  .9*, 
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S0!{?t  3/h) 
Soiltt  li/5. 
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3/6, 
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mch  ^ber  In  each  aeries  net  fit  in  with  the  pattejni  set  by  the 
6t>herd7 


Ji3.'  2, 

Ut.  2ti3f 


.J: 

81, 


11, 

8, 

27, 


12, 

16, 

15, 


16, 

32, 

3^ 


17e 

72, 

1, 


18 

128 

1/3 


It6# 


U7- 


mch  twe  ef  the  felleulng  figures  nay  be  fltte*  tegether  t© 
wake  a perfect  sqpare? 


/ 


©Ad 


l^ch  three  ©f  the  f©U©idjig  figures  may  be  fitted 
tegether  t©  nsike  © trlangXer 


If  A s B and  B s C,  dees  A a:  C? 

^BtAe  that  the  first  tw©  statements  are  true*  Is  the  final  a 
(1)  true  (2)  fsils©  (3)  net  certain? 

Blends  have  nere  fhn  *ttia»  brunettes*  Irelyn  is  a bl©nd  and 
Marlene  is  a brunette*  lrely»  bas  mere  fun  than  Marlene, 

?he  truB^pet  Is  in  tune  with  the  trembe®©*  !The  tr«ib©ae  is  in 
tune  idth  the  plane*  IlChe  tmis^et  Is  In  tune  with  the  plane* 

A31  beys  are  wllde  J^ee  is  a bey*  Je@  Is  wild. 

ifehn  hit  Harry*  Harry,  hit  Karr*  Jehn  did  net  hit  Man* 

!lest  Hew  Terkers  are  demeerats*  Hast  Hew  Terkers  are 
baseball  fans*  Seme  demeeratt  are  baseball  fans. 


y»nda[>4fl«tal  Arithmetic  Ear  Retail  Benina^ 


(greup  10»s  tegether  j 1 4^ 

5 “sA  5, 

etc*) 

Cheek 

7 

' 1 ■ 

2.  7 

S',  ■ 

3 

3o 

28 

l^6 

12 

i»* 

9376 

8 

19 

9000 

800 

120 

±. 

51ih 

27 

32.83 

6.  ..|9 

.76 

7o 

198.75 

33*$9 

8* 

385.29 

89!*.T7 

119.97 

11^32.88 

18.75 

*86 

1*89 

126*^0 

10.  25.99 

2.98 
5.1|9 
1.75 

il* 

$ .98 
*69 
*75 
ohk 

12* 

# *09 
.25 
*69 
1.98 
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13.  8 

-X 

lit.  36 

"'12 

mmwM 

15.  135 

16,.  3897 

^93 

17.  2070 
-378 

18.  #5.89 
,1.98 

19.  # 27.S0 

"12.7S 

20#  1 5*25 
1*79 

21*  $ 8.00 
“1*75 

Iftiltipl;^ 

22.  It 
x'3 

23.  6 

X 2 '■ 

2lt*  5 
X 9 

25*  8 

X 5 

26*  *12 
' X 6 

27.  3.S9  as.  8.76 
s 3 X as 

■ - wmmm 


30#  ^ 3C 100  s / 

(HaXt5.f3;y'  with  10,  100,  1000,  etc#  fey  a^Aliig  Beneii) 


32#  f i#||5  per  tiie 
r 6 tlea 


35*  8*25 
X 15 


36#  19^39 

X »20 


33< 


37. 


# 2*60  per  y^« 


3fe#  I 8*79  te# 
X 1 1/3 


«m«bm 


7.89 

x.lO 


38* 


32*65 
X *05 


Wiat  la  the  tetal  ceat  te  tiie  euatemer  fer  the  felltiiving  Iteatat 


8 capa  at  |0j^8  ea* 

7 aaveers  at  $0*35  ea* 

o ilahea  at  |0*69  ea* 

15  plates  at  $0.98  ea« 
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gnaca  PrB-aylwBft  test  1»  irlUaetle  ftir  retail  sdJiJig  mgliearta 
Tine  due  Haiee 


rZ^i  -imiteii  in  tfaleh  t*  > thase  pm61«M.  WA  m 

e^^  **  ^ **  »^e  aoSecessaiy 


S2S22  Msyegard  City  Sales  Tax  0»  AH  Pl^blenB 


Adds  1*  10*75  2# 

*69 

Sttbtracts  5#  8 13*85  6# 


10*98 

3.  «19.85 

*69 

' 7.38 
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a.oa 
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If  a |20»00  hllX  Iff  |H*0ff©ijfceA  bjf  the  ©affteinep  far  th«  ahere  ffert^aae, 
hew  Kttch  ohaage  iff  4ae  hia^7 


/ ■ . 

Sales  taxes  rary  i»  tlffer«mt  parts  ef  Wesr  le^  Stats « Hew  madte  mm 
mM  a ewfftemer  h«v®  te  fer  the  sane  ceat  at  $69^9$  in  Iw  Xerh 
City  where  the  ffaXee  tax  is  5^  than  i»  a branch  stere  i^ere. « 3?t  sales 
tax  is  reqaimdf 


X7o  A atere  aHews  its  egsple^ees  a 205^  ^iacemt  e«  perseiMl  sl«>th4jig  mA  1C 
^isceesife  m all  ether  itsaas*  in  employee  bays  a pair  ef  shees  ftr 
fer  |ll}«77*  Hew  much  ulXX  the  shees  cast  hi«7 
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HUOR-iJKtT-COftiMT 


Unit  One 


CIOCK  HOURS 


1*  QBIS^TATION  AM3 

" iwmwiijiwiwpiiM  iiiiniiwiw^ 

mamuTLos 

A*  Purpose  of  Course 

~*1, Summary  of  Job  duties 
and  objectives  of 
course 

2. Physical  demands  of 
the  Job  ' 
a*  Health 
bp  Appearance 
c*  ^eech 

^pWortelng  conditions 
on  the  Job 
a*  Hours 

b*  Public  contact 
c»  Routines  - policies 

B.  Safety  and  Performance 
Standards  in  Marketing 
Occupations 

U "^ric  habits  and. 
attitudes 

2.  Accident  and  fix^ 
prevention  and  re- 
porting 

* ; 


i)ISmiBUriVE-MERCHAl©ISIMG  OCCUPATIONS , 


. SPECIJICS 


. AmiED  RFAfilNS  £C#m«»S|0K 


Grocery  Checker  - Shipping  Clerk 


ApaiEU  vocAButARy  - sreawic 


APatEt  6 


m.  AND  SPECIFIC 


(XMPREimSIOK 

A.  Reading  for  Paragraph 
Int<srpretation 

t.  Responsibilities 

2*  Physical  deamands  and 
working  conditions 

3.  Training  objectives 

B.  Rereading  - pickirtg 
out  the  facts 

1,  Difference  between 
selling  and  non- 
selling Jobs 

2*  Various  parts  of  a 
department  store 

C.  Reading  for  General 
Infomation 

U Types  of  retail  Jobs 

2,  T^es  of  retail 
outlets 

3,  Types  of  manufactur- 
ers and  wholesalers 


K ORIENTATION  TO  1. 

VOCABULARY  AND  SPELLING  | Tim 

FORMS 

A,  Orientation  Teiminologj 
""t.  Business  vocabulary  A*  Abbi 

M.wholesalcr,  pre-  found 

approach,  initi&tivo  ment  A 

(see  vocabulary  list  and 

in  appendix)  1# 

2*  Use  of  context  clues  pH  cat 

for  meaning  of  new  dop*»d 

words  sal***- 

E3C,  “Tlie  cashier  was  2*  Sale 

when  she  a»  no, 

forgot  to  include  St. 

the  sales  tax,”  b,  najt 

Spelling  -”ie-ei”rule  month 

”*i*  before  *e*  nv 

except  after  ’^c*  tatio 

or  when  sounded  [ month 
like  *a*  as  in 

neighbor  or  weigh."  B.  Prac 

follow 
tions 
out  Ac 
Report 
"In 
ment 
mis) 


I 


'X¥£^MB‘iCriAM)ISING  OCOOFATIONS , 


5PECXHCS  «>  BAbIC  ItX)UGAi.r.0^4  - /ailS 


Shipping  CXerk  ■»  Sales  Clark 


COWPRfHBJSIOSt  APPIIE&  VOC^tAARY  ■>  SPCLUW6  A.*H|E&  6RWIWR  - t{jyi6E  ^ ICmCSfe 


SPECIFIC 
ISION 

|for  Paragraph 
tation 
Lbilities 
demands  and 
conditions 
objectives 

- picking 
Tacts 

ice  between 
and  non- 
jobs 

parts  of  a 
int  store 

iTor  General 
t-on 

retail  jobs 
retail 

manufactur- 
[wholesalers 


U ORIENTATION  TO 

VOCABULARY  AND  SPELUNG 


EVAIUATIOMS 


A.  Orientation  Temdnologs 
t.  Business  vocabulary  ‘ 
M »wholesaler . pre- 
approach, initiative 
(see  vocabulary  list 
in  appendix) 

2*  Use  of  context  clues 
for  meaning  of  new 
words 

"The  cashier  was 
negligent  when  she 
forgot  to  include 
the  sales  tax*" 

3*  Spelling  -"ie-ei"mle 
"»i»  before  »e* 
except  after 
or  when  sounded 
like  *a’  as  in 
neighbor  or  weigh* " 


1.  ORIENTATION  TO 
filling  OUT 
FORMS  “ 

A*  Abbreviations 
found  on  ih^iloy- 
ment  Application 
and  Sales  Slip 

1,  Bai^loyiient  Ap- 
plication EX* 
dop  .““dependants 

sal  .““Salary 

2.  Sales  Slip  M. 
a.  no,=*numb«r 

St.**6treet 
b*  names  of 
2aonths(Feb,  6) 
numeHcal  no- 
tations of 
months  (2/6/67) 

B.  Practice  in 
following  direc- 
tions by  filling 
out  Accident 
Report  K. 

"In  which  depart- 
ment did  the 
mishap  occur?" 


1 .ORIENTATION 

A.  Comprehension 
1.  Read  an  answer 

questions  per- 
taining to 
'*Rules  for 
Trainee  s " ( append ) 
2*  Read  for 
general  content 
and  cojaprehensicai 
TEXT t John  Wingats 
CarroU,  Nolan, 
l^ndaatentai  s of 
SelJUjng,  SW  Pub  * 
New  Rochelle, N.iq. 
1964,  pp.31  -3& 

B,  Filling  out 
' department  store 

application  af-^ 
ter  class  dis- 
cussion of 
procedures 


1.  ORIENTATION 

A,  Observation  of  grou> 
and  individual  re- 
sponses to  determine 
student  needs  and 
language  sMlls 

1 . General  Comprehens  on 
2*  Word  Kiiowledge 

3 . Usage 

4.  Spelling 

B,  Selection  of 
comprehension  exer- 
cises in  Fundamentai  •. 
of  Selling 

C„  Dictation  quiss 
on  vordB  of  Fi^loy- 
ment  Application 
and  "Orientation 
Vocabulary  List" 

(see  appendix) 

D,  Evaluation  of 
abbreviations  hf 
filling  out  of 
sales  slips 


mi  / 


[ERIC 

hiMfiiiifftifiiTiTiaij 


DISTRIBOTBra-LERCHATOSING,  OCCUPAH-ONS,  SPECIHCS 


Unit  Two 

1 . CHANNELS  OF  DISTRIBUTION 


CLOCK  HOURS 


A,  The  Processes  of 
Distribution 

1«  Manufacturers  and 
who.lesalers 
2«  Tb.;  v'-.stributors 

3»  ■■••f  -v^asumers5 

rex.,',',  -vljnatej 
indU6- 1 "-V 

B.  The  Purictions  of 
Distribution 

1 . Buying  and  selling 
2*  Transporting  and 
storing 
3*  Financing 

C*  The  Chain  of 
Distribution 
!•  Producer  to  retailer 
to  consumer 

2#  Producer  to  wholesaler 
to  retailer  to  comsumei* 


AFHI£U  REAPffS;  C«^f€!f5|0N 


1*  STEPS  IN  READING 

wn  w»  n wiwwtwwiwrMUBw  wm>< 

A,  Survey  Reading  to  get 
General  Information 

1 * I^es  of  producers 
and  consumers 

2.  I^es  of  supply  houses 
and  wholesalers  | 

B,  Rereading  to  Understand 
Individua3.  Procedures 

t*  Methods  of  buying 
and  selling 

2*  Financing  as  an 
i^ortant  part  of 
distribution 

C,  Combining  Individual 
Procedures 

1,  The  ”2'«step*‘  chain 
of  distribution  (no 
middle  man) 

2.  The  role  of  the 
middle  man  in  "3-step" 
distribution 


G]roceiy  Checker  •»  Shipping  Clerk 

T"' 

lEB  mmiHAfiY  « SfCUJMG  I AP^IEJ)  GC 


DIAGNOSIS  AND  REVIKW 
OF  WORD  BUILDING 

A*  Initial  diagnostic 
Evaluation  of  Spelling 
nfficajlties 
t.  Review  and  correction 
of  wo3rds  on  Unit  One 
Spelling  Test ( appendix^ 
2.  Discussion  of  indi* 
vidua!  spelling  needs 
3*  Review  of  steps  in 
word  leamingf  See, 
Think,  Say  and  Build 
the  word 

a.  Pronunciation  by 
syllables 

b.  Studying  difficult 
parts  of  words  EX. 
manufacturers, 
ultimate,  carriage 

it 

B*  Basic  Stnicture  of 
Multi*'SyUabic  Words 

1,  Root 

2,  Affixesvprefixes 
and  suffixes)  gC* 

spending,  shipping 

3,  CJompound  words  EX. 


t.  NOUNS 

A.  Fo? 

mmm 

of 
in: 

1.  X,C 
Box- 
Benc 
Rush 

2.  Oj 
Zero 
Carg 

3.  I; 
Comp 
vey 

4*  F, 
Half 
Chie 


B.  Fo 
of 

Nouns 
U 

EX< 

IWHIWW' 

taxe 
guid 
2.  Tit 
Miss 
Mr- 


wholo-sfiJ  OfUnder-stand 


I 


TRIBDTIVS-hEECHAHBISING,  OCCUPA’HONS,  SPECIFICS  - BASIC  EDBCATIDK  - LAKG0AGE  ARTS 


Grocery  Checker  Shipping  Clerk  - Sales  Clerk 


AfniEO  V!)CABiAAR¥  » SPElllHB 


Amis&  6BmR  * \JSmi 


1*  DIAGNOSIS  AND  REVIEW 
OF  WORD  BUILDING 

A*  Initial  diagnostic 
~ Evaluation  of  Spelling 
Difficulties 
Review  and  correction 
of  words  on  Uidt  One 
Spelling  Test  (appendix] 
Discussion  of  indi- 
vidual spelling  needs 
Review  of  steps  in 
word  leamingi  See, 
Think,  Say  and  Build 
the  word 

Pronunciation  by 
syllables 

b.  Studying  difficult 
parts  of  words  EX, 
manufacturers, 
ultimate,  carriajge 

B*  Basic  Stmcture  of 
Multi-Syllabic  Words 
!•  Root 

2,  AffixesCprefixes 
and  suffixes)  EX. 

spending,  shipping 

3.  Compound  words  K. 
whole-sa.l  e,  under-stand 


U NOUNS 

A.  Forming  plurals 
of  nouns  ending 
in: 

1.  X,CH,SKf  m. 
Box-Boxes 
Bench-Benches 
Bush-Hushes 

2.  05  EX.  Zero- 
Zeros,  Cargo- 
Cargoes 

3.  Y5  EX.  Company- 
Companies  , Sur- 
vey-Surveys 

4*  Fj.FS,i  U, 
Half-Halves 
Chief-Chiefs 

B.  Forming  plurals 
of  Compound 
Nouns  and  Titles 

1,  Compound  Nouns 
K.  Freight 
taxes.  Pocket- 
guides 

2.  Titles;  M« 
Miss«?lisses 
Mr,  - Messrs* 


A.  uomprene: 

•M*  mmimtmJmii  fmwwwwwiw 

1 • Read  and  an- 
swer questions 
pertaining  to 
distribution  in; 
,TEXT-G.  Henry 
Reichert,  Retailiinfe 


ME7>KS)S  Am  miERfAlS 


1.  DISTRIBUTION 


1,  DISTRIBUTION 


Principles  and 
Practices,  Gregg, 


A,  Selection  of 
comprehension  exer- 
cises on  Channels 
of  Distribution 
Reference :Ra tailing 
Principles  and 
ractices . Fart  54 


N.Y.,1962,P&rt  54 
2.  Make  charts 
showing  flow  of 
merchandise  fi’om 
raw  material  to 
consumer  (based  on 
reading  in  above 
text ; Retailing. ) 

B.  Vocabulary 
1.  Notebook 
charts  of  word 
structures  and 
definitiont  fyo© 
Vocab.  column  and 
appendix  for  list) 


tmmvm 


B*  iSeat  matching  - 
names  of  types 
of  wholesalers 
with  their 
function 

C,  Infomal  evalua- 
tion of  class 
understanding  of 
relationship  be- 
tween pjroducer 
and  retailer 

jQ,.  Spelling  test  of 
ability  to  form 
plurals  and  use 
suffixes  . 


P«cj: 


1*  Shipping  and  Receivinj; 


A,  Shipping 

1 .  Manufacturer  and 

■Wholesaler 

a.  Purchase  orders 
and  invoices 

b.  Marking,  weighing 
and  packing 

c.  Selecting  and 
using  various  meth- 
ods of  forwarding 

d.  Shipping  documents 
and  procedures 

e*  Physical  handling 
of  goods 

B.  Receiving 

1 • Manufacturer  and 
Wholesaler 

a*  Accepting,  record- - 
ing  and  che.cking 
incoming  shipments 

b,  Expediting  and 
storing  goods 

Co  Controlling  the 
stock 


A,  Identifying  the 
Structure 

1 . Meaning  of  chapter 
titles 

2.  locating  main  section 
3*  Locating  sub-sections 

IB,  Rereading  for  General 
Infonnation 
1 ♦ Checking  goods  for 
weight,  number  and 
condition 

£.  Examining  kinds  of 
Invoices,  Purchase 
Orders  and  Shipping 
Doroments 

1 - Different  variations 
of  forms  serve  differ- 
ent’ firms 

2*  Use  of  special  forms 

a. - Requisitions 

b.  Inventory  forms 

CsL  Rai.lway  Express  and 
other  shipping  forms 


A.  Locf  ig  words 
1 • Alp4„»,oetxcal  o*der 

2,  Locating  page 
(guidewords) 

3.  Locating  word  on 
page 

B*  Selecting  Correct 
Fom  of  k7ord 

1.  Parts  of  speech 
2o  Plurals,  Verbs, 

Inflections 

C.  Correct  Pronunciation 
1»  Ifederstanding 
phonetic  symbols 

2,  Reading  familiar 
words 


1.  REVIEW 
POWCTUA 
RULES 

capital- 

A.  Revi 
Functu 
Fuhctu 
Commas 
1.  Bad 
to  cl 
ing  i 
sente 
a.  Per 
a st 
b«  Que 
for 
c*  Ekc 
Poin 
stro 
d.  0th 
the 
abb 
dec 
ber 


3EV€5,spj€nt  TH/^wm  Fmm 

1 1 ii>  n>»wr WilUnriffT-  •*  )f“~n  iii  n mi  i inrr-ifmv «■■>•.  w>t»pi 

iTRIBUnVE-MERCHANDiSING,  • ’ OCCUPATIONS,  SPECIFICS  - BASIC  EDUCATION  - LANGUAGE  ARTS 


e COMPREHEKSiON 


jgUAR 

mal" 

^jig  the 
chapter 

aub-sections 

[fCr  General 

[goods  for 
dber  and 


tkinds  of 
urchase 
[Shipping 

variations 
^erve  differ*- 

I 

becial  forms 
^ions 
forms 
[E^qpiress  and 
pipping  forms 


Grocery  Checker  » Sales  Clerk  - Shipping  Clerk 


APPtl€l>  VOCABUURY  ^ SPEIUMB 


of  DICTXOKARI 
USACffi  WITH  WORDS  OP 
LESSON 

A,  Locating  words 
1.  Alphabetical  order 
2e  Locating  page 
(guidewords) 

!•  Locating  word  on 
page 

B»  Selecting  Correct 
Form  of  Word 

1.  Parts  of  speech 
2*  Plurals,  Verbs, 

Inflections 

✓ 

C,  Correct  Pronunciation 
1*  Understanding 
phonetic  symbols 

2.  Reading  familiar 
words 


Af^iED  • USAGE 


u mam  of  basic 

PUNCTUATION  AND 
RULES  FDR 
CAPITALIZATION 


A*  Review  of  Basic 
Punctuation-  End 
Punctuation  and 
Commas 

1 


METHODS  A®  miERfAlS 


• SHIPPING  AND 
RECEIVING 

A.  CoB5)reheneion 
1 . Reading  to  ' 


understand  proced  ires  completion  or 


involved  in  ship 
jing  and  receiving 
CST  t Edward  Keen 


md  punctuation  Robert  Feldman 
to  clarify  mean-^  iSSlsS  iot ailing. 


ing  in  ending 
sentences 

a.  Period  - for 
a statement 

b.  Question  Mark- 
for  a question 

c.  Ibcclamation 
Point-  for 
strong  «DBotioK 

d.  Other  uses  of 
the  period; 
abbreviations, 
decimals,  num- 
bering items 


Pitman  Pub,  N.T 
i960  pp, 90-96 
2.  Pilling  out 
packing  slips 
after  discussion 
of  procedures  and 
reading  13 
.in  Reich  and 
Feldman  Basic 
Retailing 


g.  Dictionai^ir 
Usage 

1*  Dictionary 
usage  with  wort 
of  lesson  most 


EVAIUATIOMS 


1. SHIPPING  AND 
RECEIVING 

~ Cks^rehension 
1 . Teacher  made 


multiple  choice 
test  on  the 
various  shipping 
and  receiving  forms 
E£.  An  invoice  is 
used  for  , 

B*  Vocabulary 
Dictation  test 
using  words  of 
lesson  in  coatext 
EK.  It  is  the 
receiving  clerks 
iob  to  expedite 
incoedng  goods  as 
quickly  as  possible* 


8 


C.  Dictionary 
1 . Teacher  made 
test  of  ability 
to  locate  word 
often  misspell  id  informationC  sea 
- ?rispronour4«d  y^cab,  Holutin  Pt.D) 


ERIC] 


DISTRIBUTIVE  .MERCtlAH)  I3ING  OCCUPATIOKS, 


SPECIFICS  - 


.«J08‘UfiIT-COKTEHT 


Unit  Thrifte  (cont«) 

2*  Retail  Store  said 
Diatrlbntlon  Center 
a.  How  orders  are  made 
by  stores  mid  filled 
by  suppliers 
b#  Receiving  and  marfc- 
ing  goods  for  sellina 
c.  Stocking  and 
Distributing  goods 


CLOCK  mvm 


Apfinp  mpm  cofmmsm 

1; 


D.  Recognizing  Important 
Details 


1*  To  improve  general 
ccaaprehension 
2»  Making  notes  of 
important  details  to 
rcBBember  or  record 
3.  Selecting  important 
details  of  problems 
for  class  discttssion 


Grocery  Checker  - SAles  Clerk  « Si 


APaiEO  V0CA8lAAf?Y  • SPaUHG 


D.  (XLass-made  Chart  of 
Dictio»_-y  Information 
for  Words  of  Lesson 

WCED  - expedite 
SILLABIPICATION* 
ex-pe»dite 
PRONUNCIATION- 

eks  pc  dit 
SYNOTf  - 

facilitate 

WORD  - invoice 
SYLLABIFICATION  - 
in-voice 
PROKDNCIATICa^  - 
to  vois 
sTOora  - 

statement  of 
shipped  goods 


APfUED  G 


2.  The 
Separa 

a. Serie 
more 
succe 

b. Appos 
Harry, 
sale; 
call 

c.  Parent 
expres 
Harry, 
course 
you. 

B,  Review 
~ of  Capi 
1.  Names 
Places 
Organ! 

M*  Jo 

The 

Sad 

2.  Holi 
Chris 

3.  Utl 
a.  Pu 


ftT/  :cr 


aBUTTO'MERCl-IAlDISINa  OCCUPATIONS, 


SPSGIPICS  --  BASIC  EDUW.TXOK  - Ltamh^M  ART 


Grocfei^y  Checker  SAles  Q«ric  «■■  Shipping  Clerk 


m cofmmsm 


APPUED  VOCABUlARy  • SFCtUNS 


mum  GRVmR  ..  USAGE 


mum  AND  WTEPfAlS 


pg  loKortant 

we  general 
plon 

of 

details  to 
br  record 
K important 
f problems 
discussion 


D.  ClassHcaade  Chart  of 
Metionary  Information 
for  Words  of  Lesson 

VTT 

WORD  - esqpedlte 

smABiracAnoN« 

ex-pe-dite 

PRONUNCIATION- 

"^ks  pe  dit 

smraf  - 

facilitate 

WORD  - invoice 
SILLABIPICATION  - 
in-voice 
HIONONCIATION  - 
In  vois 
SINOKIM  - 

stat^ent  of 
shipped  goods 


2,  The  Comma  as  a 
Separator 
a, Series s Three  or 
more  words  in 
succession 
b«Appositive$ 
Harry,  our  new 
salesman,  will 
call  on  you, 
c .Parenthetical, 
expression 
Harry,  will  of 
course,  call  on 
you. 

B,  Review  of  Buies 
of  Capitalization 


Places  and 
Organizations 
EX.  John  Doe 
Franklin  St. 
%e  Distrlbut 
Building 
smith  & Son 

2.  Holidays  M. 
Christmas 

3.  Titles 

a.  Publications 


2.  Vocationally 
oriented  dic- 
tlonarjr  exer- 
cises In  TEXT* 
Albert  Jochen  & 
Benj.  Shapiro, 


EVAIUATIONS 


Globo  Pub,,  N.Y 
1952,  p. 17-32 


C,  Granmar 
1,  Practice 
exercises  on 
use  of  end  punc- 
tuation and  comKu 
as  found  in  mT; 
Jercaae  Carlin, 


1 Names  af  Person  “ 

•p  ,L  '’13^  as,  is  te 


Globe,  K.Y.  1962 

, pp, 402-1 1 


,ve 


2.  Dictionary 
achievement  tests 
in  Vocational 
Eluaish.  p.32 

D,  Grammar-Usage 

1,  Capitalization 
Testj  Personal  , 
names.  Places, 
Titles,  Publications 

2.  Punctuation 
Test;  Using  commas 
and  end  punctuation 
marks  to  punctuate 
sample  sentences 
Reference-  CARLIN, 
Unit  10 


n ■ 


I 


• n 

"a 


‘ Hki  i I'V-r 


i^xSTHI  .t*ri?ii:-.'4ERCHAN  OCCUP.  SPt^ifXiiS 


-jWWSSKSSSK, ■>’■=-• 


CUKK  MOORS  i.  AmiEO  R£ADir«  COilPREHENSlOK 


Walt  Four 

StQC^cl<^rk.  Retail 
IWholcaala  Trades 

A.  Stoek:cdejic(l)spax*t«> 
»ent  aiBd  Specialty 
3tores«Retail  (Xitlets) 
1»  Heoeiving  Fanctdons 

a.  Necessary  foms 

b.  CJare  in  hatKOljfjig 
2*  Reserve  Stock  Care 
3«  Kovewent  of  ^ds 

to  forward  stock 
areas 

4.  Forward  Stock  Car© 

5«  Unit  Control  Metbodli 
6.  Kaintainiag  a 

PtfcdcaX  Inventory 

■/» 

B.  StockcleikCWholesale 
Blstri/tation  Centers) 

1 • p.atfom  Receiving  ^ 

2.  PliysicaX  Tdatribu*^ 
tion  and  Sorting 

3.  |rlce  ticket  mark- 
ing and  attaching 

4«Bi8isatching  and 
and  distribution 
,irlt2]^  a center 
5*  Packing,  labeling 
and  SMpj^ini 
goods 


Grocer/  Checker  Shipping  Clerk  - 


^ • Meding  to  Undaratand 
the  Duties  of  a Stock-  1 
clerk  *” 

A.  Reading  for  guide 
rules  - esEpIditing  the 
Kwvement  of  stock 
How  does  reserve  stock 
differ  from  forward 
stock?  How  should 
Invoices  coincide  with 
order  foms? 

Use  examines  to  find 
general  rules  for 
understanding  stock 
movciaent  and  storage. 
(S*  Hovement  of  goods 
from  platfom  to  sellink 
floor) 


B..  Selective  Reading 

1.  Review;  Author *s  use 
of  headings,  topic  and 
sumiaary  sentences  to 
highlight  main  ideas 
in  stockroom  proced  -sr 

2.  Selection  of  pobleias 
for  group  discussion 
K.Khich  unit  control 
methods  might  ap^ 
in  sjpecial  elluationa 
nicli  as  ChristmaB  Rush 


APPltE0  WgCABUUfiy  • SPELUM6 


1.  Class  Discussion  of 
Word  Sriors  in  Writing 
Filling  Out  Store 
Foms 

A.  Confusion  of  meaning 
of  marketing  lioritlathat 
sound  alike  accept- 
except,  canvas-canvass, 
addition-edition 

B.  Spelling  errore  due 
to  incorrect  or  indis- 
tinct pronunciation  SX. 
co-oai»ration-corp.^ratior 
fowially-formerly^ 

C.  Spelling  errors  due  to 
confusion  of  coomion 
prefixes  and  suffixes 

(des«di®)cription 
Xper-pre-pro )paid 
reftpons ( able-ible ) 

D»  Words  that  must  be 
pronounced  and  spelled 
carefully  K.  estimate, 
department,  inventory, 
distribution 


mtED  m 


^ * Jjj^'liec^i^ 
Adverbs 

jl.  Use  of 
describes! 
modifies 
t. Three  d<i 
of  compu*li 
Xi^t— lighij 
lightest 
cheap-eheaj 
cheapest 

a. RosltivI 
compared  w^ 
anything  e] 
Tt^e  stock2 
clean. 

b.  CoaiDf 


compares  ti 
things  or 
higher  or 
degree  £K. 
sta]g|i.e3  ai 
than  the 
c.  SuT>erl< 
Highest  or I 
degree  of 
or  more  tl 
EX.  He  is 
fastest  pa^ 
the  stock] 
2,.,  Makini 
parisons  ti 


. ^ 

ERIC 


.-/O'  f 'I  'VV.;  '■■  ■■ 


I 


1.XSTRI  .A-IW-MERCHANDISING  OCGDP.  SPEGirfOJ  - a..ac  < xA.iuWG; 


ONPREHEMSfON 


Grocery  Checker  - Shipping  Clerk  -»  Sains  Clerk 


APfliED  VOCAaULARi’  • SFE1LIN6 


iderataad 
a Stock- 


guide 
Iting  the 
Msk  M, 
rve  etock 
hrward 
hould 
clde  with 

to  find 
for 
stock 
storage  e 
of  goods 
to  selXlnh 


lug 

or *8  uae 
topic  and 
nces  to 
Ideas 
procedure 
grobleas 
cttssion 
control 
apgiy 
tuations 
Rush 
f w :a*h-er 


1*  Clasc  Discussion  of 
Word  Errors  In  Writing 
and  Filling  Out  Store 
Forsf 

A«  Conibsion  of  meaning 
of  aaaiketing  ifenisthat 
sound  alike  accept- 
except,  caznras-canvass, 
addition-edition 

B.  Spelling  errors  due 
to  incorrect  or  ind^  s~ 
tlnct  pronunciatigin  iSL, 
co-o]|i8ration-coiTpjratio 
fomally-formerly 

C.  Spelling  eriors  due  to 
confusion  of  cowaon 
prefixes  and  suffixes 
K.  (dos-di8)criptioa 
Iper-pre-pro ) paid 
refipons  ( able-ible ) 

D.  Words  that  must  be 
pronounced  and  spelled 
carefully  estiiaate, 
department,  inventory, 
distribution 


AffUEP  emmi  ^ USABE 


1*  AdLlectives  and 
Adverbs 

A.  Use  of  Adverbs^ 
describes  or 
modifies 
1. Three  degrees 
of  comiEarlson  E£ 
Xi^t-lighter- 
ii^test 
cheap-cheaper- 
cheapest 
a^Kositive-  not 
compared  with 
anything  els©  K, 
T.ie  stockroom  is 
dean. 

b#  Coffltparative- 
compares  two 


fCTMOOS  AND  MTERtAiS 


higher  or  lower 
degree  M,  These 
stasuLss  ate  wider 
than  the  machine. 

c.  Sunerlative- 
Highest  or  lowest 
degree  of  three 
or  more  things 
jgC.  He  is  the 
fastest  packer  in 
the  stockroom. 

^2*  Making  cc..:>* 
parisons  that  r«- 


!•  Stockclerk 

A. Eeading  to 
understand  the 
duties  of  a 
stockclerk 
Basic  Retailing. 
Unit  15 

B. Rjjtaliin^ 
MncijiLes  and 
Practices. 

Parte  22  & S3 

C.  Filling  out  the 
vailous  foms 
used  for  receiv- 
ing goodsCafter 
dassroosa  read- 


EVALUATtONS 


ing  and  discussion 
D.  Practice  In  the 
things  or  esqpressi  s interpretation 


of  coded  prf.ce 
tickets  aHer 
reading  Part  21 
Ratailinc^  Prln. 

E. Devising  and 
filling  out 
inventory  forms 
for  the  various 
kinds  of  stock. 
Selecting  the 
forms  best  suit^ 
ed  /or  parficulaj  • 


t,.  Stockclerk 

A.  Teacher  evaluation 
of  accuracy  in  xmeord- 
ing  different  type® 

of  inventories  on 
various  inventory 
forms. 

B.  Matching  quiz  on 
coded  tickets.  Coded 
messago  muot  be  matched 
with  its  English  * 
transliteration 

C.  TeachsrHaad©  qpiz 
on  changing  the  form 
of  adjectives  and 
adverbs  idien  me  king 
comparf-sons  SC,  Martin 
is  (strong)  than  I. 

D.  Evaluation  of  oral 
answers  to  such  group 
questions* as:  “Moat 
of  your  goods  are  on 
permanent  disg^ay. 

This  leaves  you  very 
little  room  for 
forward  stock.  How 
would  you  overcome 
this  problem  and 

ywiir  custoiaera 
. with  merchandise 
quicklyi 


W- 


7 


o 


.fcaa.QP>gm'  mimm 


irsit  five 

Cle3!*k  (Chain, 
D«parta«nt  and  Specialty 
St^m) 

jSt*  Channels  of  Intra- 
Store  Di8tz4,bution 

E*  TlfP®»  of  Retail  Stores 
and  their  Bepartaental 
Organisation 

C,  Understanding  Caato® 
ers  assd  Giv:?jng  Merchan- 
dise InfomatioR 

3»  Selling  techniques 

Traits  of  a Successful 
Salessuan 


DISTRIBUTIVE-^MMCHAiroiSIKG  OCCUPATIONS,  SPECIFICS 

^ > 

Grocery  Checker  - Shipping  Clerk 


CWClt  HOURS . . APaiCD  READINS  COMPREHEmfON 


reaping  to  UKPmSTAND 

TIIE  DUTIES  AND  SUClCESS- 
m TBCHNidjis  on 
SALESCLERK 

A*  Visualisdng  Processes 
During  Reading  of  Text# 
Imagine  yourself  in 
these  situations  M, 
Approaching  a customer 
and  greeting  him. 
Suggesting  additional 
merchandise^ 

B.  Reading  for  Main 
Ideas-General  |icture 
1*  Hovi  the  different 
kinds  of  retail  systea? 
affect  a salesman *3 
techniques 

a.  counterless  stores 

b.  salesaan««.isi"- 
cashier  system 

2,  The  Basic  Steps  of 
a Retail  Sale 
(approach,  finding 
customer *3  needs J 
3*  Persoim.1  (>*i^llties 


APaiEO  V0CABUU«y  . S$<ELUH6 


1*.  WCRD  AFKtXlS  AND 



A«  CeiasieBly  eenfuaed 
“werd  eacli^a 
1.  *»ABL»  - IBLK« 

JKo.  Periid.asien-'pertd.es- 
ahle,  reeciye-rcceiT- 
eale»«aXa1»le 


of 


2,  «Pm»  as  an  eadiag 
Hepe-hepef^,  aldll- 
0killM.««]d.llfuLly 

B,  Adding  prefixes  s 
dlTidiifig  werdfi  te  de- 
termine if  eensistant 
deuhXes 

Use  ef  «S»  and  «SS»» 
ada  spdLl  ~ mies|iell 
mis  'use  - misuse 

Use  ef  «««  and  •♦NN’* 
u».  -able  - usable 
un ' necessary-unneetssary 

€♦  Werds  oeitmcaly  mis- 
spelled due  te  ctn« 

#f  FI, 


Am.ieo6 


1.  2ESCTO 

s®®T 
'mgsa* 

A*  Mm  de 
"’ers  expo 
addresse 

B«  Res'  de 
’serkers.,' 
euatemer 
yeu  ly  y 
speech? 

C«  Hes  d 
"“enimciat 
yeart  mis 
st  aiding 
aid  salo 

D«  Aiding 
””by  using 
eiqihasis 
the  meel 
speechCr 
pitch. 


r & 


f-iy 
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Grocery  Checker  - Shipping  Clerk  - Sales  Clerk 


[»MraEHE}l5|6N 


APafE&  voUBuuurr . mLum 


AfutEh  etmvin  « usase 


1 


NETHGOS  /m  WTERIALS 


EVALUATIONS 


NDBRSTAND 
SUCCESS- 
OP  A 


T’rocesses 
g of  Text# 
elf  in 
one  M. 

custoioer 
hint# 

ditional 


Main 
. Ilcture 
.fforent 
^il  systeuji 
eaaan*s 

0s  stores 
<18^- 
stem 

Steps  of 


rinding 

aeedsjt 

Sualitxes 


u.  vmo  AFmis  and 

HcMMiromTB 

wmm~^ — ^ 

A*  Ceuneialy  tenfnved 
‘*werd  endiJif* 

1*  •ABL*  ■ .IBLE** 

XX*  ?«rni»0ien-permes> 
aSle,  receire-recelT- 
akXe,  eale-fdakle 

2*  a»  in  endiig 

Hepe-hepei^f  sldll- 
skill  fsl-  skillfally 

B.  Adding:  prefixes  i 
"“diTiding  werds  t©  de» 
ternine  If  eenstEsmt 
diuhles 

Use  ©f  •*$«  and  «SS« 
mlt  spdLl  ~ mieepell 
nis 'as©  - misuse 
m Use  ef  «»N«  and  »NN« 
i3n  -able  - unable 
un ' necessary-unneet  seary 

C*  Words  ©enmesaly  idis- 
“spelled  due  t©  ««a- 


1.  mmmim  of 

A*  Hew  de  oust  ©a- 
“ers  expect  t©  be 
addressedT 

B*  K«v  de  faLlw- 
"Verkers.  a»d 
eustemers  eTftluai 
yeu  by  year 
speech?  - 

Ce  Hew  dees 
"*e»unciatio»  pre- 
vent Btlsunder- 
staadiags  and 
aid  salua? 

D«  Aidirg  sales 
*by  afilnf 
emi^sls  through 
the  mechanics  ©f 
•peechCraisiiig; 
pitch,  velume,) 


I*  SAL3ES  TECH- 

NlW!^ 

A*  Iteading  t© 
\i^ersta»d  sales 
techniques 
Hebailing  Prin- 

Krmjmmrn^ 

SB  ,PE^et« 
8 gfiSl  9 
B^xadsmentals  ©f 
TeSai 

B*  Beading  end 
Discussi©n  ©f  the 
necessary  traits 
ef  a salesman 
Betaillsg  Fr^ja- 


eiples  and  Pra^jt. 

C*  OiibliniBg^afbe? 
reading,  the 
baaie  steps  ©f  a 
retail  sale 


t.  SALES  CIMK 

A.  Reading  T©sts 

"*1,  Infonnal  evaluation 
to  visualise  and 
reaewber  routine 
salee  procedures 
2.  Understanding 
and  filling  out 
reocographed  sales 
checks 

B.  Vocabulary- 
""spelling  tests  of 

frequently  confused 
¥oi‘d«  (hoBionyffis) 

1.  Teacher  dictate^; 
sentences  containing 
words  with  con- 
fusing affixes 

2,  Matching  quiz 
of  homonyms  with 
their  definition® 
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DISTEI-jm’I?M-ffiRGBA?JI}ISlM}  OCCBPATIOMS, SPECIFICS 


Unit  Mx 

iw)^wrw>j)»pw» 


md 

Grocery^  Checker 

A,  1!j^es  of  Eotadl 
Stoma  and  thoir 
Wrapping  Sjstoias 

B,  Wrapping  a»id 

~ Bagi^tg  of  Good® 

C*  Cash  Register 
Operition 

D*  ^iaking  Change  and 
Cmpiiting  Sat2.es  Tax 


CLOCK  mB 


Affum  m^m  mmmsm 


APan»  yocABoiAm  - sreiu^ 


i FADING  TO  ummSTAUD  TO 

r f iBWiTiMifWwirm'wwff  >♦ 


DUTIES  AHD  TBCHKiqUES  OF 

9i  A cashiee-wrappi^  Am 
GRO^Y  C!^m 

A*  Identifying  pi'oblems 
"while  reading.  How  wonld 
jou  handle  these 
situations?  M,  Wrapping 
oddly  shaped  package®, 
punching  the  wrong  key 
on  the  register  and 
having  to  adjust 
oistc^er's  receipt, 

Baadlng  for  overal.l 
view 

1,  Guide-lines  to  well 
wrapped  paekag«3® 

C approp rtatenes  s , 
durability,  attractive- 


Grocery  Checker  « Shipping  Clerk 


rntm  6 


LmARHIHG  THE  T5CHHIGAL 
TEHKIMOLOGI  OP  TOE 
CASHIER  AHD  CHECKER 


11,  PRESS* 


2.  Under stafadiiig  the 
advantages  ^f  'the  three 
different  Wrapping 
systems  ( salesperson, 
department  or  centx'al 
wrap) 


A,  How  technical  terms 
are  «3®ial»ied 

1.  BictiJre  or  diagram 

Photo  of  register 
to  explain  the  part» 

2,  Step  by  step  descidp- 
tion  of  the  apjjearanc© 
of  ® procedure 

3*  Definition,  directly 
given  or  b|  comparison 
familiar  'terns 
EY  Using  th#  Image  of 
taper'od  trousers  t.o 
ej!^,5l.a.in  the  Cvonce^ 
of  tape'fcd  bagging 
(larger  and  heavier 
object®  packed  first) 

B,  Detemiriing  the  msan- 
ing  of  uBeaqjlfilned 
'terns 

I.  Using  context  EX, 
Machine  register  - 
**Th©  machine  i%-3glster 
contains  no  total® 
fi*ca*i  the  pi^vioxis 
co!nput?-,tior!S»,”  . | 


IHF0RMA1 
LIST*  C| 
DIRECTOI 

£,D@cld 
kind  of 

U‘i« 

1,  Lis 
a sam^© 
tratlon 
one  might 
stock  in 
ular  sto 
list  of  t- 
toventori 
Basic  Ret 
Unit  15 
2.  Li. 
exact  3ii; 
M.  , xiBm 
of  items 

B,  Inte. 

Chax*ts 


1. 

using  CO 
row  head; 
locate  i 
EK,  Quar. 


item  on 
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ERSTAWD  r«E 
iNigjBS  OF 
lAPPM  AND 


pixiblems 
, How  would 
eee 

Wrappirig 
packages^, 
wrong  ke/ 
sr  and 
ust 
ceipt* 

overall 

s to  well 

ages 

ness, 

attractive- 

ng  the 
f the  three 
appijEig 
apersoii, 
r centx^al 


AmfE»  sRAiwft « i^s  ifriwKiS  m 


fiVAU!AT?0«§ 


1 • Ll^AKKING  THE  TSCHNICAI. 
TSRMINf^XOGI  OF  ffiS 

•fiMW«U)WK)iiMM»vWi  ;M9K0tm  m*mimm 

CASHIER  AND  CHICKEii 


A»  How  technical  toms 
are  «3®la.i!i©d 
1*  ]^ctnre  or  diagram 


SI.  Photo 


of  register 


1.  PRSSSHTIMG 

4VMMHIUwaWN«H  MMMnvfHflTOTWMM 

imvmaiw  m 

LISTj  CRAET,  AND 

«w»<w<r  fU'i  imi— WM  f«rr4SIMW 

DIREGTOHY  FORMAT 

it>yii<tti»Miwiwwiwiiiw»wr««r/;»w(»>>»  aapiWMUWMWiai^irjti^w. 

4»  Deciding  which 
kind  of  list  to 

use 


i>", 


to  explain  the  parte 

2.  Step  by  step  descrip 
tion  of  the  appearance 
of  a procedure 

3.  Definition,  directly 
glv«';«ii  or  by  cemparidon 

with  familiar  tema 

EK  IJaing  the  image  of  ; 
tap«J.''od  trouoera  to 
the  Cvoncepfc 
of  tapered  bagging 
(larger  and  hmyi&T 
objects  packed  .first) 

B.  Determining  the  mean- 
ing of  unejqplsiried 
terns 

1.  Using  context 
Machine  register  «■ 

"The  machine  j'agister 
contai?is  no  totals 
from  the  previous 
co®put  s,t  ions  *- " 


1.  C.ASHXEK-HEAPPEk1 

MD  mpemr 
ememn  'Ecmimi 

A.  Reading  to 
und^sretard  the 
tecimloues 

Retailing  Pri  uci  r; 

“ 


CASHlEH-mpPM 
CSeOCERY  cHEcra 


nMMaan.- r i.' j, 

1.  Lists  used  as  | parts  16  and 


a samipL©  or  illua 
tratlon  El,  Hc-w 

maiHMn* 

one  .might  inve’'ito3ty 
stock  in  a partic- 
ular stores-oomC  a 
list  of  types  of 
inventories )Ref «r : 
Basic  Retatlias, 
Unit  13 

2.  List  of 
©xa  c t jjif 0 mation  cs£ . 
M,  name  and  numbeir^ 
of  items  in  stock 

B,  Interpreting 
'*Chaj*t<s 

U Rmding  title;, 
using  column  and 
row  headings  to 
locate  info  mat  ion 
EX.  Quantity  of 
item  f:vn  .a 


Bs.sl0 



r./ 


units  2( 


B.  Dis cushion, 
after  rending, 
about  the  three  * 
wrapping  systems. 
Class  ^''Utlioes 
(in  chart  fom) 
the  ad vantage a 
'ofecrh  system 
Basic  Retailifig 
Unit  27 

g_,  Fi.lling  out- 
cashier *s  receipt 
RcitiailiM  Pri.r!cii>‘ 
part  t,5 

f'md.  of  Selling 
Chap,  10 
Basic  Retailing  I 

W"'f  .?*?  ? 


A.  Reading  tests 

1,  Filling  in  the 
flames  of  the  cash 
Fsgiater  parts  on 
a blank  chart  of  ■ 
a&jim 

2,  Coj%?,  ei5.on  test* 
o»  caobier  tecim 
nioues  BI»  Always 
pacK(haavier) 

in  the 
Ibottoi^.  of 
grocery  bsg* 


Te&chaivKado 


i 


quip-  on  the 
^rejpoBm  &ZYiX 
advantages  of  the 
three  different 
wrapping  systams 

B,  Informal  evaluation 
of  ability  to  fill 
out  cash3.erk'  receipts 
without  ©rroi'S  and 
omission©. 
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ABPEiffltjDC  I 
RULES  FOR  TRAINEES 

In  this  type  of  work  where  the  school^  the  etore  an<t 
you,  are  all  concerned  and  cooperating  together,  it  i» 
essential  that  certain  rules  and  regulations  be  observcid* 

1 • Trainees  should  speak  with  their  counselor  about  any 
part-tine  employment  needed  while  attending  this  px^gram* 

Any  difficulties  arising  in  regard  to  your  participation 
in  the  program  shouldbe  discussed  with  your  counselor* 

QUJSSTSON:  VIhat  kind  of  prob].ems  should  you  take  to  your 
counselor? 

2*  The  employer  (and  the  school)  expect  you  to  report  m time# 
Failure  to  do  so  may  cause  other  employees  to  work  overtime* 

question*  Why  do  enployerA  object  to  lateness? 

3*  If  you  are  ill,  immediately  notify  your  counselor  that  you 
will  be  absent*  Only  serious  illness  can  be  considered  a 
legitimate  excuse  for  remaining  away  from  school  or  woric* 

iSUESTION:  When  should  you  notify  your  counselor  if  yin  will 
be  absent? 

4*  You  should  dress  properly  for  your  work.  Tour  shop  teachers 
will  discuss  proper  dress  with  respect  to  public  contact 
and  safety* 

QUESHONi  What  two  things  influence  your  dress  while  at  school? 

5.  Fire  laws  prevent  the  penaission  of  smoking  in  the  classrocm. 

Due  to  the  nature  of  many  of  our  rooms  (machines,  storage  )«aioking 
is  permitted  only  where  designated* 

QUESTION:  For  what  reasons  is  smoking  allowed  only  in  certain 
areas? 
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appendix  II 

APPLICATION  FOR  EMPLOYMENT 


SAMPLE  F0RM  ' •■"’.'t'iekr ' 


m THE  EVEMT  THAT  VOM  AftE  EMPLOVED  ?H!S  SECOMfS  PART  OF  VOUR  PERSOHNEE  KECOA0,  THERflORE  it  iS  tMPOft> 
fAMf  THAT  YOU  INTER  AU  INFORMATION  NEATLY/  ACCURATELY  Al^  COMPLETELY. 


MoMtAft  FLun* 

■ 1 

1 

I>0  NO* 

m this 

P 1 2 3 # 
6 12^4 
51  1 2 3 4 


t.’)4  'iferg:'  {MM  £UMy| 


■M'.rSs*r  *i«{  Slrn»| 


f irtt  N*«»* 


H»m 


CiS)T/  P(Mi«t  2oA«  M»4  $tKl« 


r '•  <#  A -iN 


T*LN«. 


SaeiU  S«<wnYy  K<*. 


1 A##*  I Siftfll*  Q Oivoccvd  0 SuiHftAlod  Q 

Ho.  of  &«i»*n(i«nl» 

j I Mwtiftd  Q Wdowod  O 

Ft.  »n. 

TTi./  vdftK  uw  Admsr  onctttMmnoH  Homimrs  otxoHumAttOM  ncAUSt  of  aoc, 


AMoiiufl  Yt*i>  Q 
CiHmi  No  [ j 


> >;lo  Fttll  T(W*  Q 

CvMiina* 

Olhoft 

Poktf'MMt  S«t«»  jjl  Oth<»r( 

ft  *fcS>  MM"i>*y  n 

•ftd  SAlordayc  Q 

©«>?fo<f.  Offw.  D 

M wbkh 

Ki>  Q ctwr*  Of  4«p|, 


H*»i« 
of 


!» :#««  ewr  Smo  Vos  H K »•»,  4Uid»» 

< . ' . /«d  i>y  ■ wM  mam*  w*i* 

• • , ‘f.  b«for»?  Kd  Q y<Mi«npl«^d? 


R*»d  Ad 
(ft  wLi^ 
(tuptf 


P««iK(Ut 

And 

©•IN. 


StAl*  SUftry  DoiirAd 
(0|«ti«RAi) 


RaIhinmI  to  «m  ^ Moey  Eftijdoyo* 

Ntm  of 

Empioyo* 

DatOf 

Em|tloy*d 


iOUCAflON 


■!00U 

NUHBBft 

MAmiATtO 

NAMe  Alta  ijotmom  <*r  usmm. 

iKAJOA  suajxcr  or 

OF  YCAfkS 

,«3L 

ffft£«l.UfZATtON 

'—■tm  . 

Tf-aei 

K * 

A* 

J 

V 

iN 

1 

OATKi  Ayrrsirco 


9*ftllVIOC9$  iMPLOYMCNT 


1'. 


TO yo«:® mnoYMmr *mb iwom of u«i«fTOy. 


■>,h 

I'  \t . 


.••tt  >^r  I .*.■ 


^ ft^Ftovirp 

RVftNetl  NAMX  ANO  AOOR^R 

A)S  muc  ANO  OUTiKi 

RIAaONrONkMVlKa 

1 lilHiH'KV 

La»I  or  PrOMitf  Efftpitoyoi; 
Adt(t*tt 

PrwriwM  fniitpioyor 
A<kRi»A» 

' 

Pr«vio(t«  Ewftioyor 

AMmia 

; 

;•••■■  ' • 

Piovioui  EnpIdyAr 
Aeklnitt 

* 

• 

Pf*vi»Ut  fiMirloyMr 
AddroM 

Pn»vte*M  fimploy«f 

li^fLiASt  AMSWIIR  ALL  OtflSSTIONS  ON  ftiirilRSI  $IO£ 


( Page 


iby 


T 


TmF  Smtm 


S*«on«(  Inlotvkw 


I 


{ 


( 


aphbidix  zn 


17 


tmom 

^ smip 


W 

-01«  15  ’ $0,003.75IVA  • 

-016  16  $0,000.30n  B 

-OH  16  $0,0(50.19mB 

-013  ' 15  60*005. 98IVD 

-oxa . 16  $o,oo«.oomE 

-on  X5  $0,000,75 1 A 

-010  i5  $0,010.7611  B 

-000 ' . ^ $0,000.75 1 D 

‘BodLtom  . 


H§»  1 

BSfceh  imX««  iitXi,p  gives  s reoord 


of  «soh  shcotfs  tSu# 


oonssoutlv*  of  the  tifsas-* 

aotioas  the  f^iglstiKr  wjBhor;  the  . 

t » '■ 

*Mouttt|  the  dUi^Murtiwiat  Am)«r{  sad 
ths  MlsipsrsoiiU  InttUl* 


!l?h«  taps  used  in  eaah  registers 
nsj  be  osXXed  s siles  cheeks,  s gales 


■iOAis>>  an  ftiadlt  stria  or  slu^ljr^  a 
. M.ll.Sfce.r.  taipe>  . 


Sales  slips  coming  from  different 


reltistdrs  iiasr  look  a little  different 
in  the  imy  they  are  set  up,  but  they 


all  give  the  same  basic  Inforisatioa* 


sales  mitde  by  salesperson  B. 

j -008  X‘5  $0,000.o^«iB  ' 

I -007  X5  SO.OOO,45IVE 

sales  made  1^"  salesperson  A.,-**  { A 

f -005  15  $O;OO2.30H  B 

, transactions.  ^ -004  16  $0.000. 981VE 

j sales  madk»  in  Dept.  I A 

-008  16  $0,006. 50KID 

-001  16  $0,001.2510  A 


/ 


cash  register,  No,  15 


sales  made 
in  Dept,  af 


fig*  2 

this  .detailed  saies  slip  gives  a pensanent 
printed  recomd  of  the  day*s  business* 


aimstlOMSs 

1.  What  does  e sales  slip  show? 

, a 

Why  do  sales  checks  sho»r  all  the  infonsation  shOMn  in  the  above  diiigrimt 
3*  list  the  departamxt  keys  shoun  in  Fig*  1* 

4.  Ust  the  keys  ; r salesperson  shown  in  fig*  2. 

5*  What  kt^s  would  you  press  down  on  to  ring  )sp  $2*39? 

(Lock  at  the  diagram  on  your  lafcrmstloo  Sheets) 
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PRACTICE  REQUISITION  FOKMS 


»Y  fOHtUAH  REQUISITION 

«000*  *«E  JtKCe.no. 


DATE 

FROM — . — DEPT.  ’ . QRQ£f{  NO 

WANTED < replacement  EQUIPMENT 


quantity 

DESCRIPTION 

’"c]>  SEtJytSfTlOMS  rOR  AUTICUeS  HOT  CAItmeV  MUST  BE  A>*f>(«OVED  9i  W0«««  M*«.  BEfOBS  BURCHABI  IB  MADE. 

Apppovpn  — — . SIGNED 

V FORiSMAM  WILL  NOT  U$e  THIS  SFACff  - 

FOR  OEPARTMEIMT 


NOTIFY 


v^<nuHriw«MtWM 


OUANTJTV 


PURCHASE  ORDER  NO. 
ORDERED  FROM  — — 


OROCII  FflOM 


* i 


PRACTICE  REQUISITION  FCKMS 


VO 


PLMRCHASE  REQUISITION 


4 


equipment 


OttX  fUKCMASE  lit  MADE. 


FOR  DEPARTMENT, 

NOTIFY . 

QUANTITY 


OROCR  FROM, 


No.. 

DATE.. 


,ON  DELIVERY 


DATE  WANTED 


DESCRIPTION 


APPROVED  BY- 


RWACHASIIMf  A<i*:  : 


Page 
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**A4MPfS  To  Your  Vocabulary  « - - Business  Tewne  Y<it!  Should  Know,** 

lowiawiifWBiiiiMfciiiwwni  i»» 

Ywna 

“TBM-MJHCBOOK  m DISTRIBnilVa  OBCWmtHS"  pirepared  by 

Kugeno  J,  Corenthal  and  j£Liaa  3,  Tyler 
for  M*D.T,P,  - Board  of  jffiducation 


. ^ 

ERIC 


aianufactnrer 

vrtiolosaler 

retail  stores 

channels  of  dtstribittion 

physical  dtLstribtttion 

business  foims 

selling  ;Joba 

non<-eelling  jobs 

standards  of  performance 

shipments 

work  habits 

accuracy 

cooperative 

initiative 

trustworthy 

shipping  documents 

carriers 

progress  chart 

sharp-edged  tools 

crates 

stock 

refuse 

dolly 

safe  working  habits 

producer 

final  user 

made  to  order 

direct  selling 

»iddl«snan 

retailer 

packaged  bread 

distributors  ef  goods 

system  of  distributien 

catalog 

advertising  matter 
order  f<«r»» 
mail-order  selling 
direct  retailers 
coin-operated  machines  . 
locations 
convenience  goods; 
shopping  goods 
specialty  goods 
brand  name 

central  shopping  Astrlcts 

shopping  center 

single-line  store 

specialty  stores 

department  steres 

variety  steres 

cash 

credS:,t 

supezi^rket 

self-fervlce  stores 

dlscoiint  steres 

chain  stores 

wholesale  distributer 

ors  line  of  products 

exclusive  dlstrilnitor 

credit  terms 

jobber 

brokers 


percentage 

independent  b^isinessm^ 
commission  basis 
stock  on  hand 
supplier 
want  slip 
master  stock  list 
stock  record  card 
bin  ticket 

purchase  requisition 

legible 

accurate 

abbreviation 

vendee 

Vendor 

unit  pilce 

extension 

trade  discount 

cash  discounts 

invoice 

allowances 

extra  dating 

I’.C.B*  point 

in-transit 

puarchase  order  register 

permanent  record 

order  clerk 

approved 

processing 

shipping  memorandum 

or^r  picker 

perfect  condition 

out-of-stoek 

itomised 

authoriaatien 

sJ-J.pping  copy 

customer’s  copy 

packing  slip  copy 

office  copy 

back-erder  copy 

appregdmate  shipping  date 

billing  clerks 

fragile 

regulations 

shipping  container 

cardboard 

corrugated  board 

plastic 

cushioning 

shredded  paper 

excelsior 

gummed  tape 

coated 

*4) 

check-off 

partition 

line-a-box 

wrap 

bulky  goods 
gift  box 
cut-to-size 
marking 

Page  8 


Weighing 

v^.« 

carrier 
apecial  ear© 
laarklng  raaterlal 
renting 
parcel  p*at 
fcwrt^i  Claes  mail 
exceeding 

standard  parcel  peat 
special  handling 
air  parcel  pest 
addressee 

Hailway  l^Kpress  Agency 

frei^it 

ccneigner 

cenaignee 

deer«te«decr  ser^.ice 
trailer  tnaok 
forward  th©  shipment 
tariff 

tsoning  system 
local  sene 


grocery  checker 
mtltiplQ  pricing 
tradlsig  stanza 
sales  tax 
cash  register  keys 
classification 
department 
floor  audit 
sale  indicator 
listing 


roll  pjsper 
sheet  paper 
double  tie 
Inner  wrap 
double  wrap 


shortage 

tafce*'4d.tii  purchase 
check««out  desk 

r©M9iarking 

baggljrig 


soft  goods 
g'«po4  will 


delivery  sene 


change  fund 
non-food  item 


classificaticsn  tariff 
rate  tariff 
registry 
shipping  recerd 
shipping  documents 
bill  ef  lading 
contract 
straight  bA 
order  BA 
express  receipt 
freight  waybill 
in-transit 
arrival  notice 
on  hand  notice 
delivery  receipt 
incoming  shipuients 
carrier *3  receipt 
receiving  beek 
receiving  record 
quantity 
packing  list 
direct  check 
blind  check 
quality 

price-ticketing 
forward  stock 
pre-retailing 
taking  inventory 
gummed  label 
string  tag 
clip  ticket 
marking  cede 
coded  price  tag 
marfdng  i|ttchine 
alectrenic  data  processing 
reserve  stock 
stock  control 
stock  rotation 
inventory  value 
physical  inventory 
book  inventory 


■..'•b’eetions:  The  sentences  in  Column  2 can  be  coKipleted  correctly  with 

a 5'?’ord  or  woztis  from  Column  1.  Write  the  word  or  wo.rds  you 
select  in  the  blank  space  provided  at  the  end  o£  the  sentence. 

Column  1 Column  2 

standards  of  perforraame  X.  An  eirployee  will  advance  on  the  job 
shipments  if  he  develops  good  - 

work  habits  ^ 

accuracy  2*  Helping  your  fellow  workers  is  a 

cooperative  way  of  being  ~ 

initiative  ’ ~ “ 

trustworthy  3,  Eules  end  regulations  set  by  an 

shipping  documents  eji?)loyer  for  dojjig  a particular 

carriers  job  are  called  - < 

progress  chart  ““ 

h*  Ghecki-iig  and  making  entries 

coxTec'tly  are  examp3.es  of  


5.  Goods  being  transported  by 
carriers  are  known  as  - 


6.  The  bill  of  lading  is  one  of 
the  most  important  - 


7.  A record  of  your  accomplish- 
ments in  school  is  kept  on’ a - 


8,  Going  ahead  on  your  own  with 
work  that  should  be  done  shows 
that  you  have  - 


9»  Hailroads,  trucking  con5)anies 
and  the  R,E.A.  Express  are 
known  as  « 


Directions} 


10,  A person  who  is  honest  and 
dependable  is  also  - 


,eted  correctly  with 
the  word  or  words  you 
he  end  of  the  sentence. 


36  on  the  job 


pkers  is  a 


seit  by  an 
articiilar 


tries 
of  - 


one  of 


b on  - a ^ 

nt  -with 
ne  shows 


it53anies 

are 


and 


; 


Directions { ^ Select  the  word  or  words  I'.vom  Colnjirj  1 that  best 
coiT^plete  the  sentences  in  Golwin  2.  Write  yonr 
ansv7sr  in  the  space  provided  at  the  end  of  each 
sentence . 

Golmm  1 Golum  2 


distributors  of  goods  1. 
system  of  distribution 
retailing 

catalog  2. 

advertising  matter 
order  form 
mail-order  selling 
direct  retaJJer  3 , 

coin-operatt d machines 
locations 


The  middleman  who  isells  to  the  consumer 
is  in  a biisiness  known  as 


The  consumer  who  bu,ys  from  a mail- 
order house  selects  the  goods  he  wants 
to  buy  from  a 


Another  name  for  'bhanriels  df 
distribution”  is 


A retainer  is  an  nrnportant 


These  ax'e  examples  of 
what  a teacher  can  do 
in  order  to  evaluate  a 
vocabulary  lesson. 


5 In  addi.tion  to  catalogs,  the  maO.~ 
order  retailer  may  send  his 
customers  other 


6.  Automatic  vending  machines  are 


?,  In  order  to  buy  from  a mail-order 
retailer,  the  consurtiex'*  must  fill 
out  ajid  maU.  an 


8,  fending  machinevS  placed  iii  train 
terminals  and  subtmy  stations 
are  in  good 


9.  The  U,S.  Mail  is  used  for 

10,  The  retailer  who  goes  to  the 
hume  of  the  consumer  to  sell 
hlr.  gocKils  is  toown  as  a 


nil 


APPENDIX  fill 


APFENDH  T1 
DISCUSSION  QUlilSTICHS 

I.  does  the  approach  have  such  an  iviportant  influence  on  the  sale? 


II.  For  what -reasons  do  customers  enter  a retail  store? 


Ill .  How  can  a salesperson  make  a customer  feel  welcome? 


W,  What  can  a salesperson  do  in  his  approach  to  make  his  customer  feel  be 
will  get  good  service? 


V,  What  can  a salesperson  do  to  aoknovrledge  a customer  who  has  not  been 
served? 


VI,  ^hat  should  you  do  if  the  customer  says  he  only  vrants  to  look  around?' 


VII,  Why  is  it  so  inportant  that  customers  be  given  prompt  attention? 


VIII,  What  are  two  expressions  to  avoid  when  first  approaching  the  customer? 


-IX.  What  is  a good  way  to  greet  the  .customer  that  is  a more  positive  approach? 


Z.  Describe  how  a customer  should  feel  when  he  is  approached  in  the  r^ght 
way  by  the  salesperson.  ' 


ERIC 
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APFEKBIX  X 


An  example  of  coirprehension  questions  that  teachr-r  can  denign  after  selecting 
a jo'b-x’elated,  reading  selection. 


Questions  for  Understanding 

1.  How  does  each  of  the  following  types  of  retailers  reach  the 
consumer? 


a.  Store  operators 


Direct  retailers 

Mail-order  retailers 

Automatic  vending  machine  retailers 

2,  Name  four  products  that  are  sold  in  automatic  vending  machines: 

a.  G, 

h.  _ d. 


3.  a.  Explain  the  difference  between  mail-order  x’etailers  and  direct 
retailers. 


b.  Explain  the  difference  between  retail  store  operators  and 
automatic  vending  machine  operators. 


k.  What  type  of  retailer  ia  each  of  the  following  trell-Ioown  firms? 
Nairie  of  Elna  ■ iype  of  Retailer 

Maoy  ’ s 

Avon  Products  

Sears-Hoebuck  Gorrpany  

The  Canteen  Ooxporation  

PuC.ler  Brush  Gonpany  

Montgomery  Waj:^ 
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APOT5IX  XI 


I 


AaiTHMETIO  FHa^UM 
Heviftw  Prohlam 


Tiw  puxpoaa  of  the  AfC3  ArlthmetiQ  Progrm  is  to  encourage  students  to 
(*evelop  skill  and,  accuracy  in  the  arithmetic  oamputatiom  that  they  will  use 
frequently  jji  their  adult  lifa  regardless  of  the  type  of  bus5.neas  they  may 
enter, 

-Emphasis  is  placed  upon  the  uc-  of  knowledge  and  skill  in  arithnietic. 
However^  many  of  the  problems  are  stated  in  temuj  of  application  to 

business  situations  since  the  ability  to  use  arithmetic  in  practical  situa- 
tions is  ifl^ortaat.  The  problems  are  the  type  th<it  should  be  understood  by 
students  regardless  of  whether  they  have  had  any  training  in  business. 

The  following  review  pj’obleas  are  tj'pical  of  the  types  of  problems  te 
be  included  in  the  Arithmetic  Program  test.  It  is  recommended  that  thev^e 
problems  be  reviewed  vdth  the  students  and  by  the  teacher,  using  the  custom:'/' 
classroom  approach.  Because  the  review  problems  are  provided^  students  are 
expected  to  make  a perfect  score  on  a test  in  order  to  qualify  for  an  AMS 
Certificate, 


I 

i 

i . ^ 
1- 


I 


I 

f 

! 


f 

! 
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1.  The  following  problem  requires  you  to  determine  the  amount  of  caaPx  re- 
ceived by  a business,  the  amount  of  cash  paid  out,  and  the  balance  of 
cash  remaining.  The  cash  balance  is  computed  by  subtracting  the  total 
amount  oi  cash  paid  out  from  the  total  amount  of  cash  received. 


Cav^h  Received 

$397*98 

m,77 

2.63 

45.50 

838.74 


Cash  Paid  Oixt 

$139.71 

386,69 

72,28 

109.03 

41.17 


a.  Total  Cash  Eeceived 

b.  Total  Caeh  Paid  Out 
G.  Cash  Balance 


An  operating  busifieee  starts  the  month  vfith  soma  cash  on  hand,  takas 
in  additional  cash  during  the  month  and  pays  out  cash.  Determine  the 
cash  balance  &t  the  end  of  the  month.  To  solve  the  problem:  (1)  add 

the  cash  balance  at  the  beginning  of  the  month  to  the  amount  of  cash 
received j (2)  subtract  the  amount  of  cash  paid  out  during  the  month, 

$1^367*42  “•  Cash  balance,  January  1 
, .9t.845*19  - Cash  received  during  January 

$ - Total  Cash 

1^91*05  - Cash  paid  out  during  Jarnmry 

^*  $ “•  Cash  balance,  January  3I 

/ 

3*  Businesses  generally  deposit  cash  received  in  a ccmmercial  bank  account 
and  make  payments  by  check.  Cash  '^'depoaited*'  is  vta  cash  put  in  the 
bank  against  which  ‘'checks*'  are  written.  The  ccmpany  keeps  a check 
stub  or  other  record  upon  which  it  keeps  a ninning  balance  of  cash  in 

deposit  to  the  balance  and  subtracts  each  check 
that  is  written.  In  the  following  problem  you  are  to^  ooEm  the  boST*' 
balance  after  each  transaction, 

$15,676.32  - Balance 

Check  # 682 

a.  $ Ba3a,nce 

. ..L...218.„.64  - Check  ri  683 
b*  $1  iw  Balance 

**  Bepoalt 
c*  $ »*  Balance 

- Check  # 684 
d.  $ «“  Balance 

* 490.2s  - Chock  //  685 

®«  $ - B^ilance 

, _ — 25S«2  - 

* - 


i 


i 

i 


5 

1 
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4.  Occasionally  it  it;  desirable  to  determine  the  avernRn  of  a series  of 

figures.  To  fina  the  average^  several  numbers  are  aiviei  together  anti 
the  total  divided  by  the  number  of  terma  that  were  added.  For  ejcample, 
the  average  of  30,  42,  and  60  its  44,  (30  + 4;>  ■«  60  =“  132,  132  ♦ 3 « LJr 

Detamine  the  average  In  the  following: 

a,  A store  sold  620  hi-fi  records  in  April  j;  846  in  f%yj  730  in  Jimej 
54®  in  July,  What  waa  the  average  number  of  records  sold  per 
month? 

b.  The  sales  of  a store  for  one  year  were  $70,963,20, 

1,  What  were  the  average  monthly  sales? 

2.  What  were  the  average  dally  sales  il  the  store  was  open  3O8  days 

duri.ng  the  year?  . 

5,  The  following  problems  prov5.de  a review  of  arithmetic  processes  involv- 
ing decimals, 

a.  Add  the  followings 

1#  «62,  *42,  ,25,  ,04  ®*  . 

2.  1,2,  .063,  .45,  1.0  *«  

3.  $4.50,  $,67,  $,82,  $U»  

b.  Subtract  the  followings 

1.  .059  from  ,128  ** 

2.  ,546  from  1,48  “ 

3.  .48  from  2.0  '«  

c.  Multiply  the  following: 

1.  ,32  X .56  * 

2*  ,66  X 1*2  •» 

3.  2,55x12.4“ 

d.  Divide  the  folloviing: 

1.  1.75  by  .25  «• 

2.  ,63  by  ,9  a*  . 

, 3*  .69  by  3.0  ■■  ■ • 

e.  A coc^any  paid  $653*64  for  gasoline.  The  gasoline  cost  31,2  cents 
per  gallon. 

How  many  gallons  were  pturchased?  , 

f.  A man  purchased  a TV  set  on  which  he  paid  a sales  tax  of  $14,25. 

The  rate  of  the  tax  was  3 pei*  cent. 

What  ms  the  cost  of  the  TV  set? 

w hi imrnrnm 

Solve  the  following  probl^  involving  fractions  and  reduce  the  amount 
to  the  lowest  denoinlnator : 

a.  Add: 

1.  62/3+3  1/4  “ 

2.  12  1/2  + 5 2/3  + 65/8=“ 

3.  5 1/6  + 21  3/4  + 9 2/5 

b.  Subtract: 

X,  15  3/4  - 6 0/3 


b.  Subtract  (ConuiriUsKi) 

2,  9 X/3  4 5/^3  »« 

3.  21  5/6  *-9  3/3  ** 

c.  Multlp3.y; 


4 


li 


2« 


% 5f&x  7 3/S 
14  7/8  X 8 X/3 


ydMi0i4n4Mt 


ur 


3»  6 X 12  3/7  « 

^ ..■■<* VorfcrKtWWnMiiirfiti^tl^limiil  will 

d*  Divide: 


1.  14  2/3  •«•  5 1/2  « 

2.  21  3/5  ^ 2.0  V®  *= 

3-  42  1/2  4 10  1/3  * 

a*  50  is  1/2  of  100«^  What  fractional  part  of  100  is; 

1.  25 


2.  33  1/3 


4>«  X2 
5.  6 1/4 


6.  37  1/2  

b»  The  infortttatlon  above  can  often  be  used  to  siaipllfy  coin^tationa* 
For  essan^le^  the  cost  of  144  ball  point  pens  at  $*33  1/3  each  can 
be  coapited  as  fall<w«: 

144  X $*33  1/3  « $40.  However^  since  $,33  I/3  ia  1/3  $1»  the 

K®  obtained  by  taking  I/3  of  144  wMch  is  also 

Cotapute  the  following;  problems  by  this  aethodj 


Amount  of  Cost 

1.  36  paper  back  books  at  25  cents  each:  

2.  120  pencils  at  12  1/2  cents  each*.  

3*  4B  packages  of  paper  at  16  2/3  cents  eacht 

4*  60  at  66  2/3  cent®  each: 

The  following  problmBs  involve  the  use  of  percentages 

a*  Xf  you  purchased  iteeio  upon  which  a salee  tax  was  charged,  tdiat 
would  be  the  amount  of  the  tax? 


Amount  of  Tg|pc 

1*  Jacket  $22,  rate  of  sales  tax 


2*  Badio  $ll4<»50i>  rate  of  sales  tax  2^i 

3#  Deed  car  $075,  rate  of  sales  tax  2 l/;^s 

b*  Soetai  bueinoeeee  give  customers  a discount  if  the  merchandise  pmv 
omsed  1»  paid  fosr  within  a specified  period  of  time,  such  as  2$ 

M What  is  th®  aBiount  of  the  cash  discoiiftt 

for  the  foUowiags 


1. 


of  Purchaae  Kate  of  Dtlseount 

1^2.00  2^ 


Amount  of 
(kwh  Mecount 


« 


m 


B*  b,  (Continued) 

pi  t^chaae  Riate  of  Discount 


kmmt  of 
Cash  Discount 


2.5  . $ 493*4^5 

3.  $1^678.80 


2 1/^ 

% 


IM>| 


c#  DetepMning  the  *'jaark«*up’'  on  aorohandise  ia  a cai^utation  that  is 
mad®  frequently  by  retail  stores.  Mark-up  Is  the  sum  that  ie  added 
to  the  cost  prioe  to  arrive  at  the  retaU.  price*  !ferk-up  may  be 
figured  as  a percentage  of  the  coat  price  or  as  a percentage  of  the 
sales  price.  When  it  is  figured  as  a percentage  of  the  cost  price 
it  is  called  '‘ttiark-up  on  cost.*'  When  it  is  figured  as  a percentage 
of  th’o  sales  price  it  is  called  "jaark-up  on  retail^'  or  *’j!aark-up  on 
sales.*'  For  eoeafflplej,  a store  wants  to  sell  an  article  at  a price 
equal  to  33  \j%  aore  than  the  $15  it  had  paid  for  the  article  or, 
in  other  words,  at  a 33  l/3?5  mark-up  on  cost.  Such  mark-up  would 
be  $5*  It  is  oocpjted  by  multiplying  the  $15  cost  price  by  .33  I/3. 
The  sales  price  based  upon  the  mark-up  is  then  $20.  It  is  oompiited 
by  adding  the  $5  mark-up  to  the  $15  cost  price.  Instead,  however, 
the  store  might  prefer  to  establish  the  sales  price  of  the  article 
on  the  basis  of  a 33  1/3?^  "mark-up  on  retail.  “ Such  mark-up  would 
be  $7.50.  Here  is  how  it  Is  arrived  ats  The  retail  price  should 
be  considered  as  equivalent  to  lOOgg.  Since  33  1/35^  bhe  desired 
mark-up,  the  balance  remaining  (66  2/3SS)  represents  the  $15  cost 
price.  Therefore,  since  66  z)%  equals  $15,  33  is  V2  of  $15 
$7*50  which  is  the  dollar  value  of  the  33  y%  mark-up.  The  sales 
price  based  v^m  that  mark-^p  is  then  $22.50.  It  is  cocpited  by 
adding  the  $7.50  mark-up  to  the  $15  cost  price. 

What  would  be  the  selling  prices  of  the  following  items? 


Selling  Price  Soiling  Price 
Ba»«i  on  Coat  B».M 

1.  Electric  fan  $ 50.00  30$  _______  ' 


2.  Carpet  $120.00  25$ 


d.  If  a store  purchased  a Imp  for  $50  and  sold  it  for  $75  j 
1*  What  was  the  per  cent  of  mark-'up  based  on  coat? 

2.  What  was  the  per  cent  of  mark-up  based  on  selling  price?  . 

e.  What  was  the  per  cent  of  mark-up  on  a table  that  cost  $75  and  sold 
for  $100? 

1.  I^sed  on  cost 


2.  Based  on  retail 


9«  ^on  a person  borrowi  money,  he  is  charged  interest  on  the  loan.  The 
interest  rate  is  baaed  upon  a percentage  of  the  amount  borrowed  (called 
prlncip^).  The  interest  rate  is  quoted  on  an  annual  basis.  If  you 
borrow  $100  for  one  year  (36O  days)  at  6$,  the  interest  would  be  $65 
for  six  months,  it  would  be  $3|  for  60  days  (6O/36O)  it  would  be  $1.00. 
Hence,  the  interest  is  eos|Hited  by  multiplying  the  rate  by  the  principal 
and  by  the  time.  Compute  the  interest  on  the  following: 


Time 

a. 

6 months 

b* 

$300 

% 

60  days 

' c, 

l>4 

$190 

45  days 

, d. 

3 months 

$500 

5!! 

Ij  years 

lERlC 


MiIlfflffriTliilJ 


Interest 


10,  Some  se^loyees  in  business  are  paid  on  an  hourly  basis  and  are  paid  a 
higher  rate  when  they  work  overtime.  Mike  Wilson  worked  46  I/2  hours 


A 


E©vi@w  i^ifoblems  » 


'0.  {Continued) 
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cttie  w&&kff  Hia  regular  hourly  rate  is  $3.*Q0  par  hour#  iJe  Is  paid  fclriK’^ 
and  otte-h«li‘  for  all  haws  over  kO  that  he  works  in  one  week.  His 
earnings  for  the  week  m con^‘Uted  as  follows  £ 


Eegular  earnings  - 1^0  2:  $1*80  . « $72.00 

Overtime  earnings  « ^ 2:  $2.70  (Ih  2c  $1#80)  * l?,gg 


Total  earnings 


Coroput©  the  earnings  for  the  following  persons.  The  ,i"«gislar  work 
week  is  forty  hours  and  tiise  and  one-half  for  averfclraeo 


Hours 


Worked 


Eegular 

®«te 


Earnings 


a.  Emma  Crisler 

I43 

$1.50 

b.  Albeit  Allen 

1.90 

c.  4a»jes  Whitfield 

ko 

2.1^ 

d.  Mary  Stone 

36 

1.66  2/3 
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FOE  tBAOHBRS  (TOt 


$lfk33>62 

rhBM 

6dk^7h 

u,  to, 212,61 

*3*  3,720.56 


$lk,9$2,03 

13,733*3? 

16,383.11 

16,353*36 

15,863.08 

16,8X3*58 


?» 


♦ 


$ 686* 

%(1)$5913.60 
(2)  23OJ4O 

ii.  (1|1*33 
»;2* 


i2] 

(3)U9*99 

j^d)  .069 

(2;  .93h 

(3)1*52 

'j.(l)  *17?2 

(2)  *7?2 

(3)  31.62 


4.(1) 

(2 

(3) 


*7 

.23 


2,0?5 

#i75 


ft.(l)  ? 11/12 
(2>  2k  19/2k 
(3)  36  15/60 

0.(1)5  5/12 

(2)  k n/2h 

(3)  12  7/30 

^*(1)  y l/hB 
(2)  123  23/24 

6)  74  4/7 


KEt  FOR  FilOBmiS 

I&S  ArithiJwtic  Program 


ci.(l)  2 2/3 

(2)  2 2/15 

(3)  2 7/22 

7.  ft.  (1)  lA 
W X/3 
(3)  1/6 

(4)  1/8 
(5)  1/16 
(6)  3/8 

b. (1)  $5.00 

(2)  $15.00 

(3) '’$  8.00 

(4)' $40.00 

8;  ft((l)  $ .66 

(2)  2.25 

(3)  $21,875  or  $21.88 

b. (l)  $7.24 

(2)  $12,346  or  $12.35 
D)  $50,364  or  $50.36 

c. (l)  $65.00  $71.43 
(2)  $150.00  $160.00 

d. (l) 

(2)  33  1/3^ 

0.(1)  33  1/3% 

(2)  25^  ‘ . 

5.  ft.  $6.00 

b.  $3.50  ■ 

0.  $1,425  or  $1.43 
d*  $6*60 
«.$37.50 

10.  ft.  $66.75 
• b.  $51,675  w $51,681 

a.  $85.00 

a.  $60.00 
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APPEI'IBn  XIX 

Free  Pamphlets  to  Bo  Used  as 
Supplementary  Materials  in 
Merohandiae«Distjd,but;lv0«*Oocupat<ion^ 


J s.  "lour  Groce  17  Dollar 

Grocery  Manufacturers  of  America 
205  iSast  42nd  Street 
nm  fork,  10017 

' "Your  ABC*s  of  Careful  Eiying 
N.Y.S.  Dep*t  of  UiM 
?0  Centre  Street 
Kqv  York#  MeY* 

"Bettor  Retail  Selling" 

Marketing  Services 

The  National  Cash  Regietor  Company 

Dayton,  Ohio 

"Tips  on  Makir4:'.' Change" 

!Gie  National  Gash  Register  Company 
Dayton,  Ohio  45409 

"Budget  gand  JSxpense  Bectord-Where  Does  Your  Money  Go? 

Union  Dime  Savings  Bank 
1065  Avenue  of  the  Americas 
New  York,  N.Y, 

"Stock  Clerk" 

Department  of  Saployment 
Sacremento,  Calif* 

?."Some  t'kitivators  of  Jfenagers" 

% Kahler  and  Williaius 
A2.pha  Kappa  Psi  Fraternity 
111  Bast  3Sth  Street 
Indianapolis,  5 , Ind • 

c'«  "Cashier" 

Department  of  Bctployment-Iabor 
Bureau  of  - Statistic s.  Womens  Bureau" 

Washington '2 D*C, 

"The  Story  of  Fibres,  Yams  and  Fabrics" 

B.Le  DuPont  doNemours  CO. 

Public  Relations  Departn^nt 
350  Fifth  Ave* 

New  York,  N.Y. 

10* "Man  Made  Fibres" 

Man  mad©  Fibres  Producers  Association 
350  Fifth  Ave. 

New  York,  N*Y. 

it»"How  to  Pack  and  Wrap  Parcels  for  Mailing,  POD  Publication  2" 
P’ost  Office  Department 
Washington,  D.G*  20260 

12.  "Hidden  Values"  Series  (Spacisliaed  Titles,  Bx;  "Bedding"') 
Consumer  Education  Division 
Sears,  Roebuck  and  Co. 

Chicago  tl  m. 
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STUDENT  WORKBOOK 


READING  COMPREHENSION 


UNIT  lo  DICTIONARY  SKILLS  - PRONUNCIATION  (Phonetic  Spelling) 
Accent  MarUs 


A word  that  has  only  one  syllable  has  no,;.accent  mark, 
most  such  true 

When  a word  has  two  or  more  syllables,  one^<  syl  1 able  is  usually  pro- 
nounced louder  than  the  others.  It  is  accented.*  The  louder,  or  accente»d 
syllable  is  marked  with  a heavy  accent  mark  ( ')  behind  the  accented  syllable. 

oe  ny'  dir'  ty  price'  less  con  firm' 

How  to  Pronounce  Vowels 

vowels  (a,e,i  ,o,u,y)  are  each  pronounced  in  several  v^ays®  In 
addition  vowels  combined  (ai , ay,  oi , etc.)  have  various  sounds.  The 
dictionary  uses  a standard  set  of  markings  for  each  vowel  sound  in  the 
language,  no  matter  which  vowels  are  used  to  spell  them®  The  explanation 
of  these  sounds  is  found  in  the  front  of  your  dictionary,  and  is  s^mrnari.zed 
at  the  foot  of  each  right  hand  page  in  the  dictionary. 


KEY  TO  PRONUNCIATION  OF  VOWELS 


A , 

^ as 

*iiir> 

ate 

e 

as 

in 

eve 

a 

as 

in 

vacation 

i 

as 

in 

hgre 
'**2,  * 

i 

as 

in 

c^re 

i 

as 

in 

event 

V 

-2. 

as 

in 

if 

am 

£ 

as 

in 

^nd 

£ 

as 

in 

arm 

£ 

as 

in 

maker 

£ 

as 

in 

^sk 

£ 

as 

in 

pers  1 

si  lent  e wi th  le,abl e, 
etc.,  as  in  ablcs  abl 


L 

as 

in 

ice 

as 

in 

food 

• 

£ 

as 

in 

ill 

6o 

as 

i n 

fd^ 

y 

£ 

as 

in 

V 

bi  rds 

£ 

as 

in 

cube 

burd 

T 

• 

JU 

as 

in 

. , 

uni  te 

£ 

as 

in 

odd 

£ 

as 

in 

jjrn 

£ 

as 

in 

soft 

sf 

u 

as 

in 

O 

oi 

as 

in 

oil 

1 

as 

in 

cry  (crf)^ 

ou 

as 

in 

out 

1 

as 

in 

baby  (beibi) 

schwa  ) 

When  vowels  are  not  in  the  accented  syllable  in  the  word,  their  sounds 
are  slurred  over  to  make  an  unclear  sound  (similar  to  the  sound  of  u in  nut). 
The  name  given  to  this  sound  is  schv^a  and  it  is  indicated  by  a symbol  which 
looks  like  a n upside-down  (^  ) . The  schwa  can  stand  for  anv  vowel  sound 
which  is  blurred®  — — 

ago  (^  go'  ) china  (chi'  na  ) 

lemon  (lem'o»n)  mountain  (moun'tsj'n) 
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UNIT  I.  DICTIONARY  SKILLS  - PRONUNCIATION  (Phonetic  Spel Hug)  (Cont'd.) 


DICTIONARY  MARKINGS  PRACTICE  SHEET 
Locatiorif  of  Information  About  Pronunciation 


The  spelling  of  a word  in  these  symbols  is  called  the  phonetic  spelling. 
It  is  found  in  parenthesis  directly  after  the  original  spelling  of  the  word 
in  your  dictiohary. 


Referring  to  the  symbols  for  vowels  given  on  previous  page,  rewrite  each 
of  the  following  words » using  the  correct  sound  symbol rather  than  the 
regular  spelling.  Be  sure  to  indicate  the  accented  syllable. 

unit 

travel 

concur 

struck 

trip 

mainstay 

surge 

impact 

know 

room 

tank 

melon 

fan 

perhaps 

resent 

giant 

churn 

decided 

shark 

dance 

contact 

support 

orbi  t 

condemn 

express 

moment 

preci se 

simmer 

cl imate 

precision 

producer 

mate 

deci de 

possible 

danger 

decisive 

sympathy 

condemnation 

compl iment 

disturbing 

consumer 

malicious 

element 

humidi ty 

bloodstream 

mentality 

democracy 

amusement 

president 

cri tical 

prej  udi  ce 

critique 

penci 1 

consultation 

indicate 

admi  re 

indication 

admi  rabi  e 

ERIC 


UNIT  II, 

WORD  ATTACK  SKILLS 


A.  SYLLABICATION 


Long  words  which  appear  readable  often  turn  out  to  be  words  which 
you  know,  when  they  are  broken  into  small  parts.  The  first  thing  you 
must  do  in  order  to  understand  what  you  read  is  break  these  difficult  words 
into  parts  fjo  that  you  can  pronounce  them.  This  process  is  called 
syl  labi cation. 

Each  syllable,  or  small  word  part,  must  have  a vowel  sound  in  it.  This  vowel 
souno  may  be  made  up  of  one  vowel,  or  two  vowels  sounded  as  one.  Each  new 
makes  a new  syllable.  A silent  vowel  (like  e on  the  end  of  a word 
like  £ule)  does  not  usually  make  a separate  syllable,  except  in  certain 
special  cases. 

Dj_rectionss  Read  the  rules  for  breaking  words  up  careful  lyoDo  each  practice 
group  of  words,  after  you  have  studied  the  rule  and  the  examples. 

^ “ Divide  a word  made  up  of  complete  little  words  between  the 
little  words. 

Practi ce 

hand  book  lightweight 


Examples 

handbook 

silkworm 

freshman 


silk  worm 
fresh  man 


boathouse^ 

mainstay__ 

sportsman 


~ “P  words,  prefixes,  and  suffixes,  the 

remainder  of  the  word  as  separate 

syllables.  Then  whatever  is  left  of  the  word  is  divided  into  syllables. 

Samples  Practi  ce 

treatment  treat  mes.t 


denote 

striking 

discover 

de  note 
strik  inq 
dis  cover 

i nbred 
prej  udge 

Rule  3-  If 

a word  has  double 

con Jionan  t s di  v i de 

Examples 

Practice 

approve 

ap  prove 

follow 

mammoth 

mam  moth 

col lecti ve 

bi 1 low 

bil  low 

vaccine 

farmer 


insightful 


accept 

coffee 

accent 
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UNIT  n.  (Continued) 


A>  SYLLABICATION 


WORD  ATTACK  SKILLS 


ft"  If  two  separately  sounded  consonants  come  between 
vowel Sy  divide  oetween  the  consonants* 


two  sounded 


Examples 


welfare 

wel 

fare 

ci rcui t 

cir 

cult 

purpose 

pur 

pose 

Practice 

public 

ultra 

carbon 


cactus^ 

stigma^ 

wisdom 


|ule_5-  When  a single  consonant  comes  between  two  sounded  vowels,  divide 

Qf  the  single  consonant,  so  that  it  goes  with  the  vowel 


Examples 


adul  t 

a 

dul  t 

detai 1 

de , 

tail 

deny 

de 

_ny 

student 

stu 

dent 

Prytice 

defense  cl imate 

pa  t i ence  deca y 

1eg^on_ label 


Rule^-  Consonants  very  often  are  paired  together  and  when  this  is  done,  they 
make  a nm  sound,  which  is  different  from  the  separate  sounds  each  makes  by  ^ 
Itself.  Some  of  these  combinations  which  act  together  as  one  letter  are* 


iE  £!1  JSE  ££.  ®£L  it  iSll  c!l  JE£L  £l  many  more. 

When  you  break  a word  into  syllables,  treat  these  blends  as  if  they  were  sinol 
consonants,  and  use  Rule  2,  h or  5>  (whichever  one  applies.) 


e 


Examples 

Practice 

fragrant 

fra 

grant 

progress 

comply 

father 

fa 

ther 

athlete 

proqram 

surprise 

sur 

prise 

subsliance 

improve 

machi ne 

ma 

chi  ne 

express 

ex 

press 

Exceptions  to  the  Rules  Above-  Endings  like  die,  ble,  cle,  pie  on  a word 
are  separated  from  the  rest  of  the  word  as  if  they  were  syllables,  even 
though  the  vowel  in  them  is  silent. 


Examples 

ladle  la  die 
struggle  struq  qle 
dazzle  daz  zle 


Practifce 

baf f 1 e amp 1 e 

tremble  crack 1 e 

bri ttle 


m ^ m 


UNIT  II.  (Continued) 
WORD  ATTACK  SKILLS 


Bo  Practice  Sheet 


Di recti onss  Divide  the  followlnn  words 
on  the  previous  practice  sheets. 

into  syllables  according  to  the  rules 

di stortion 

vaccinate 

holocaust 

unprofessional 

Crucifixion 

phrenologist 

di ssension 

physi cian 

characteristic 

haphazard 

population 

rel inqui sh 

disturbance 

wholehearted 

exchange 

_ evaporate 

contumely 

unfashionable 

fascination 

.Oendidate 

capaci ty 

• m 

embarrassed 

judgmental 

kindl iness 

reimburse 

knowledge 

responsible 

anestheti c 

porcelain 

anachroni sm 

resemblance 

dazzl ing 

superintendent 

tickle 

unconscious  unconcerned 

unmanageable appropriate 


rearrangement 

fcrei gn 

product! ve 

M mm  - ^ 
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UNIT  II. 


C.  REVIEWS  SYLLABICATION  & PRONUNCIATION  (Phonetic  Spelling) 

I.  $yl labi cation 

Pi rectionss  Break  each  of  the  following  words  up  Into  syllables. 

Rewrite  the  word>  leaving  spaces  between  the  syllables. 

II.  Use  of  phonetic  symbols 

D1 rectionss  Rewrite  each  word  a second  time,  using  the  phonetic  symbols 
to  write  the  word,  rather  than  Its  usual  spelling.  Check  with  your 
dictionary  on  the  more  difficult  ones.  Be  able  to  read  each  of  these 
words  aloud. 

SYLLABLES  PHONETIC  SPELLING 

pleasantry  

didacticism 

collusion  

si  ml  1 e 

rhetorical 

compilation  

connotation  

romanticism 

pentameter  — — — 

fallacious  

preci  ous  

ownership  

autocracy  

persuasive  

extravagantly 

fastidious  

metaphor 

paleontology 

uncli^us  

Federalism 
desti tute 

coagulation 

symbiosis 
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UNIT  HI, 


VOCABULARY  SKILLS-CONTEXT  CLUES 


Aa  Recognizing  the  Meaning  of  Words  in  Context 

The  context  of  a word  is  the  sentence  or  group  cf  other  words  in  which  it 
appears.  Very  often  the  meaning  of  the  word  can  be  discovered  from  the  other 
words  in  the  sentence.  On  this  sheet  you  will  find  a number  of  words  with 
three  correct  meanings  for  each.  On  the  right  are  three  sentences  in  which 
the  word  is  used. 

Pi  recti onst  When  you  have  read  the  definitions,  read  each  sentence,  and  write 
the  letter  of  the  correct  definition  for  the  word,  as  it  is  used  in  that 
sentence  in  the  space  at  the  right. 

Ao  correspondence  means 

a,  agreement  1.  We  kept  up  a heavy  correspondence  while  he 

bo  letters  was  overseas.  1 

c.  similarity  2.  There  is  no  correspondence  between  the 

facts  as  you  tel  1 them  and  as  I know  them 
to  be.  2 

3.  There  is  a close  correspondence  in  each 

of  our  life  experiences,  isn't  there.  3 

means  1 , Bob  Dylan  is  the  greatest  draw 

a.  thing  that  attracts  among  folk- rock  singers.  1 

b.  tie:  stalemate  2.  He  had  to  draw  the  boat  carefully  ” 

c.  pull;  drag  toward  the  dock  so  it  would  not 

d.  paints  sketch  float  off.  2 

3.  They  fought  to  a draw.  ^ 

4.  Host  people  think  they  can't  draw.  ^ 


1.  He  could  hardly  support  the  con- 
stant strain  on  his  resources.  1 

2.  Very  few  people  can  support  them- 

selves in  the  style  to  which  they 
vvdnt  to  become  accustomed.  2 

3.  Her  kindness  provided  a great 

deal  of  support  during  my  dif- 
ficulties. 3 

D.  descent  means  1.  During  the  descent  of  the  plane  I 

a.  ancestry  always  get  airsick.  ] 

bo  sudden  attach  2,  The  descent  of  the  forces  of  Genghis”" 
^3''  Khan  upon  China  meant  disaster  to 

the  people.  2 

3o  He  traced  his  descent  back  to  the  ”” 
Pilgrims.  3 

E.  minor  means  1.  Music  in  a minor  key  is  appropriate 

a.  under  legal  age  when  you  have  been  unlucky  in  love  1 

b.  lesser  2.  The  minor  poets  are  those/  not  often”” 

c*  sad;  melancholy  well  read  by  the  average  reader.  2 


C*  support  means 

a.  comfort 
bo  provide  for 
c.  endure 


UNIT  III.  (Continued) 


i 


VOCABULARY  SKILLS-CONTEXT  CLUES 

■ " * * " ■ '■  " ■ ■"  'MU  I I ■ 

B.  NORTH  OF  THE  ARCTIC  CIRCLE 

Read  the  following  passage.  Then  follow  the  instructions  for  answering  the 
questions. 

(1)  The  land  of  the  Lapps  stretches  eastward  from  Finland  into  Russia,  and 
westward  across  the  top  of  Sweden  into  Norway.  In  this  interesting  corner  of 
the  world,  the  Lapps  follow  a way  of  life  that  was  old  and  traditional  long 
before  any  of  these  four  countries  existed. 

(2)  Tlie  origin  of  the  Lapps  and  their  strange  Stone  Age  culture  is  lost  to 
history.  It  is  known  only  that  they  came  from  Asia  many  centuries  ago  and 
that  they  were  driven  north  by  the  Finns. 

(3)  But  even  before  the  Lapps  moved  into  their  wild  northland  there  were 
reindeer  grazing  there.  The  Lapps  are  completely  dependent  on  these  reindeer 
and  the  deer  in  turn  are  dependent  on  sparse  deer  iinoss  that  makes  up  almost 
all  their  diet.  Where  the  reindeer  go  to  graze, ^:he  Lapps  must  follow,  year 
after  year;  settled  villages  are  almost  unusuable  except  for  brief  periods 
during  the  dark  winter  months.  A family  of  five  needs  two  thousand  deer  for 
the  bare  necessities  of  life;  and  such  a herd  may  need  up  to  two  hundred 
square  miles  of  grazing  land. 

(4)  The  Lapps,  who  call  themselves  Samied,  are  short— hardly  more  than  five 
feet  tall--and  have  pleasant  alert  features.  They  are  sturdy  and  courageous; 
only  the  fittest  survive  their  rugged  life,  which  is  as  specialized,,  as  un- 
touched by  modern  civilization  as  any  on  earth. 

(5)  As  hardy  as  their  masters  are  the  reindeer  that  roam  the  frozen  wasteland. 
Both  male  and  female  have  horns— great  branching  antlers  which  they  shed 

once  a year.  These,  along  with  the  reindeers'  shovel  like  hoofs,  are  most  use- 
ful for  digging  through  deep  snow  to  the  moss  beneath.  A. deer  can  sniff  the 
moss  through  a three-foot  fall  of  snow,  and  can  shovel  through  to  reach  it. 
During  the  winter,  when  the  deer  cluster  around  the  winter  cabins  of  the  Lapps, 
they  plow  pathways  in  the  snow  so  deep  that  only  the  tips  of  their,  horns 
can  be  seen. 

1.  In  paragraph  1,  which  word  means 
customary  

2o  In  paragraph  2,  which  word  means 
forced,  made  to  go  , 

3.  In  paragraph  4,  a word  meaning 

strong,  robust  is  

4.  In  paragraph  5»  e word  meaning 

gather  in  a bunch  is  


9 


For  each  of  the  words  which  follow 
there  are  three  correct  meanings  given. 
Choose  which  meaning  is  used  in  the  story 

1.  bare  in  paragraph  3 means 

a.  revealed 

b.  empty 

c.  mere 

2.  features  in  paragraph  4 means 

a.  traits;  characteristics 

b.  facial  appearances 

c.  special  attractions 


ERIC 


UNIT  III.  (Continued 


C.  GENEVA 


VOCABULARY  SKILLS-CONTEXT  CLUES 


Reading  the  folloyfinq  passages 

On  the  shores  of  a pale  blue  lake,  there  is  a town  rimmed  by  mountains  and 
with  flowers  and  fountains.  In  this  town  diplotnants  of  the  Western  world 
and  of  the  Communist  v^orld  are  deep  in  the  realities  of  the  rasoina  relatinns 
between  the  United  States  and  the  Soviet  Uni^n,  feaT  of  war  and  the  hope  of 
avoiding  it.  All  over  the  world,  newspaper  stories  datelined  Geneva. 
Switzerland,  will  appear  on  front  pages  and  they  will  deal  with  issues  that 
one  way  or  another  concern  all  the  world's  people. 

headline- diplomacy  and  the 

foreigner.  But  ’t  is  a town  that  is  quite  aware  of  its  own  past,  its  own 

present  and  its  ov^n  plum  future,  that  has  its  own  special  attitude 

anH  f ^^he  foreigners  who  have  made  it  famous—a  blend  of  careful  helpfulness 
and  careful  unconcern. 

living,  Geneva  ia  startlingly,  almost  unreal  ly  perfect.  The 
town  are  spread  out  every  day  — mountains  for  climbing  and 

cafes'for  th^Mn/?*  1’"?'  fine  restaurants, 

manner^^*^  reflective  hour,  good  company  and  good  talk  and  decency  of 

In  this  society  a man  contributes  not  by  searching  for  adventure  and  goals 
and  great  opportunity  by  doing  his  own  job  well  and  seeing  to  it  that  the 
existing  machinery  is  never  thrown  out  of  gear. 

^qgriety  is  a reHection  of  what  Switzerland  is  all  about.  This  is  a country 
that  has  existed  because  it  has  taken  care  to  live  within  small,  secure 
horizons  and  has  made  the  preservation  of  propriety  almost  a matter  of 
national  security. 

children  are  over-disciplined  and  sat-upon 
little  things,  the  mothers  of  boi sterous  American  youngsters  complainT 
"When  our  small  fry  return  from  a party  the  first  question  is.  Did  you 


have  funi'  For  the  Swiss  child  it  is,  'Were  you  good?' 

/• 

"Being  good"— behaving  modestly,  not  pushing,  speaking  pleasantly-! 
thing  every  member  of  a small,  prosperous  society  that  intends  to  re.,, 
small  and  prosperous  must  practice,  and  training  starts  in  childhood. 
Switzerland  lives  bw  the  safety  of  tradition,  and  this  does  not  make 


s some, 
remain 


exuberance  in  children  or  adults. 
virtue--but  the  way  a country  is. 


It  is  not  a question  of  fault  or 


for 
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UNIT  III,  (Continued) 


VOCABULARY  SKILLS^CONTEXT  CLUES 


C«  GENEVA  (Continued) 

Farther  Directions;  Find  one  of  the  underlined  words  in  the  sel^rtion 

definitions,  "rm^h^lrd’onlhe"  H 

1.  rough,  noisy,  and  rude;  loud,  clamorous,  and  unruly  1, 

2.  walking  or  wandering  'n  a leisurely  way;  strolling  2, 

3.  state  of  mind;  disposition;  readiness  to  act  in  a 3 

particular  way  - 


ne 


4e  a sense  of  what  is  fitting,  proper  or  suitable; 
decorum 

5.  engaged  in  thought;  del iberating;  meditative; 
contemplative 

6,  joyous  or  enthusiastic  behaviour;  not  being 
restrained  or  inhibited 


5., 

6. 


Mark  the  following  statements  True  or  Falseon  the  line  at  the  right. 

1.  A man  who  behaves  with  propriety  is  one  who  has  lots  of  1. 

property,,  ■■ 

2.  A refl»s  ;ive  man  spends  a great  deal  of  time  medi  tating.2. 

3.  A society  which  believes  in  tradition  wishes  to  preserves. 

its  past  customs  and  beliefs#  — ~~ 


4.  Someone  who  lacks  enthusiasm  is  not  likely  to  be 
exuberant. 

5.  People  with  a sense  of  propriety  are  likely  to  very 
boisterous. 


4. 

5. 
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UNIT  III«  (Continued) 
VOCABULARY  SKILLS-CONTEXT  CLUES 


B.  THE  WORLD  OF  THE  WANDERER 

Cl)  You  may  think  that  the  shabby  wanderer  who  comes  to  the  back  door  for  a 
handout  has  no  place  in  society.  Actually  he  belongs  to  a society  of  his  own. 

It  is  a fellowship  with  its  own  customs,  education  system,  community  center  and 
even  it  own  language.  It  was  this  basis  of  the  wanderer's  life,  this  hobo  code 
of  the  road,  that  first  aroused  my  interest  in  the  men  who  use  it. 

(2)  One  morning  I watched  as  my  neighbor  came  the  highway  and  turned  into 

my  barn  road.  To  my  surprise,  he  stopped  near  the  barn  and  studied  something  for 

a moment.  As  he  neared  the  house,  he  laughed  loudly  and  shouted  '«How  do  you 
like  feeding  every  bum  in  the  vicinity?" 

(3)  I conceded  that  we  had  been  feeding  an  unusually  large  number  of  hungry 
tramps  and  hobos  lately.  Times  must  be  getting  harder,  I explained,  for  most 
of  the  men  who  came  to  our  door  said  that  they  couldn't  find  work  anywhere. 

(4)  "It's  not  hard  times  that  brings  them  here,  " grinned  my  neighbor.  "You've 

got  a sign  on  your  barn  advertising  that  your  wife  has  a soft  heart  and  falls 
for  a hard  luck  story." 

I was  startled,  and  I demanded  that  he  explain. 

Still  laughing  a little,  he  beckoned  me  toward  the  barn  and  showed  me  the  sign 

scrawled  there.  It  was  just  a crude  chalk  drawing  of  a fat  cat  and  some  triangles 

th&  kind  any  kindergarten  child  might  produce,  but  my  neighbor  assured  me  that 
tor  all  the  hobos  and  tramps  v>rho  came  by,  the  cryptic  symbols  were  clear.  They 
indicated  that  any  passerby  could  probably  get  a handout  here.  The  cat  meant 
kind  w^an  j the  triangles  could  be  translated  as  "A  sob  story  will  wind  a hand- 
out. One  <>f  our  first  "guests"  had  left  this  message  for  those  who  followed 

(6)  That  incident  was  my  introduction  to  the  secret  hobo  code,  and  it  started 
me  doing  some  fascinating  research.  I found  that  the  hobo  code  is  an  extremely 
simple  one.  It  uses  neither  numbers  nor  letters;  all  the  code  symbols  are 
rough  drawings  that  look  like  a child's  first  efforts  with  a crayon.  A circle, 
for  instance,  means  "Nothing  doing — no  hand-outs  here";  two  lines  pointing  up- 
ward  mean  The  sky  is  the  limit— the  people  here  are  generous  indeed."  The 
simple  Sobols  are  quite  incomprehensible  to  persons  who  have  not  been  taught 
to  USG  tho  cociO^  but  thoy  oro  invnodidtGl  v uiniderfitonrl  hv  hohruc  ***h<?‘ 


--those  who  are 
the  code  is  an 


It  was  probably 
ago.  Old- 
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ON  IT  1II«  ( Con  ti  nued) 

VOCABULARY  SKILLS-CONTEXT  CLUES 
^ THE  WORLD, Or  THE  WANDERER  (Continued) 

ill  w^dere^°£l!:  -Safw 

may  follow  the  roads,  there  are  differenro!  Ili  ®’though  all  three  types  of  men 
w:rklr"‘t^l  t‘«mpt  a°”-®"  T Chicago,  define!  thrhobr;s'':'’"mK;y'°^"“'‘ 

nonworker !n  Ser  autho^ry  « •■stationary 

r:sri-dr?:krrrd  “ - F- 

th'ir'buL’^Irol!"  a9--’cu(ture,  mate  of  Mi  iCr'ing 

earthquake  the  ho^  Uft^ermore,  whenever  a catastrophe  occurs— fire,  flood  or 
earynquaKe— the  hobo  is  on  call  for  worko  He  constantly  seeks  variety  nf  «v 

aright!  the  jungles  wLre  he  joins  his  feHows 

(9)  There  are  many  reasons  why  a man  may  become  a hobo.  Hard  times  ni-  «aac^noi 
unemployment  may  force  unskilled  worker  to  take  to  the  roads  in  search  of  i^bs 

some"*iTOn^  handicaps,  or  old  age  may  make  steady  work  impossibl»=*  for 

so^  iTien,  Discrimination  because  of  race,  color  or  creed  may  be  an  obstalll  fir 
others.  Many  men  who  become  hobos  are  unable  to  hold  a steady  iob  because  of 
t^net  problmes,  alcoholism,  drug  addiction,  or  simply  th«  inLility 

b®  the;  are  nuLLs-whrlrlmp 

the  roads  because  of  an  overwhelming  wanderlust  or  restlessness.  ^ 

Vocabulary  Questions 

mmte!'’  questions  a definition  Is  given,  followed  by  a paragraph 

number.  Look  in  the  paragraph  and  write  the  word  which  properly  fills  the 
description  on  the  line  at  the  righto  ^ 

Ic  gift  of  food  or  clothing  (paragraph  1)  ^ 

2.  Collection  of  rules,  ways  of  behaviour  or  customs  (paragraph  2)  n 

Jo  admitted  (paragraph  2)  a r 

4.  summoned;  called  (paragraph  5)  3 » 

5o  rough;  unpolished  (paragraph  5)  4. 

6.  unintelligble;  not  understandable  (paragraph  6)  5. 

7«  essential;  necessary  (paragraph  6)  ✓ 

80  wandering;  nomadic  (paragraph  7)  — 

9.  fixed;  motionless  (paragraph  7)  7-_ 

lOocalamity;  disaster  (paragraph  8) 


8-, 

9. ' 

10. " 
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UNIT  I. n.( Continued) 


Dc  THE  WORLD  OF  THE  WANDERER  (Cont'd.) 


For  each  of  the  following  words,  found  in  the  reading,  three  definitions 
are  given<>  Go  back  to  the  paragraph  in  which  the  word  is  found  and  decide 
which  is  the  correct  meaning  of  the  word  in  the  paragraph.  Circle  the 
letter  of  the  answer. 

11,  sign  (paragraph  5) 

a.  gesture;  motion 

b.  mark;  symbol 
Cc  omen;  portent 

12.  first  (paragraph  6) 

a.  earliest 

bo  of  best  quality 

Co  most  important 

^3.  authority  (paragraph  7) 

a.  one  with  special  knowledge 
h.  government  official 

Co  power;  influence 

14,  steady  (paragraph  9} 

a#  firms  unshakeable 

b.  calm;  controlled 

c.  regular;  continuous 
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UNIT  IV. 


VOCAgULARY  SKI  US -WORD  BUILDTMfl 
A.  Lesson  fi\ 


” speak 
cl ude  - close 
tend  - stretch 


Mrec|j^:  Combine  each  word  part  on  the  left  with  diet,  dude  and 

tend  to  msKe  mne  words  that  fit  the  definitions  below.  V/rite  the 
words  on  the  line  at  the  right. 


pre  ) 

) elude  diet  tend 

CjCX  ) 


1.  keep  or  leave  out 

2,  have  in  mind  as  a purpose 
3«  stretch  out I reach 

4,,  contain;  comprise 

5.  official  proclamation;  decree 

6.  foretcl I 

7.  shut  out  or  hinder,  especially  in  advance 

8.  make  believe;  claim  falsely 
9»  charge  with  a crime,  accuse 


B, 


Omni 

ambi 

semi 


f 1 ^se  the  prefix  omni-,  ambi-,  or  semi-, 

both;  around  to  complete  each  word  so  that  it  fits  the 

- partly  definition. 

—  — ^dextrous  (able  to  use  both  hands  equally  well) 


_j5resent  (in  all  places  at  once) 

^automatic  (partly  automatic  and  partly  hand  controlled) 
^valent  (having  conflicting  feelings,as  love  and  hate) 
__scl2nt  (knowing  all  things) 

^conscious  (not  fully  conscious) 

_vorous  (able  to  eat  everything) 

^civilized  (partly  civilized) 


UNIT  IV.(Continued) 
VOCABULARY  SKILLS  > WORD  BUILDING 


1 


A*  Lesson  ^1  (Continued) 

C.  The  root  don  comes  from  the  Latin  dona re » meaning  “to  give.“  The 
comes  from  the  Latin  qradus  meaning  “step."  Sequ  or  secu 
comes  from  the  Latin  sequi  '«to  follow,"  These  roots  are  found  fn 
such  English  words  as  donate,  grade,  and  sequel. 

DIRECTIONS;  Use  the  roots  don,  grad,  and  sequ  or  secu  to  complete  each 
vford  so  that  it  fits  the  definition.  Wfite  the  word  on  the  right. 


lo 

or  (one  who  gives) 

2. con 

4 

ence  (result;  effect) 

3. 

ually  (little  by  little) 

4.  pro 

te  (follow  through,  as  a court  case) 

5. 

ence  (coming  of  one  thing  after  another) 

6. 

uation  (completion  of  a course  of  study) 

7. par 

(release  from  punishment) 

8.de 

ation  (a  lowering  in  rank  or  station) 

tain  - hold 
fer  - carry 

serve  - serve 

DIRECTIONS 8 Combine  each  word  part  on  the  left  with  tain,  fer  and  s>llfve 
to  make  nine  words  that  fit  the  definitions  below.  Write  the  words. 
de  ) 

con  i tain  fer  serve 

re  ) 

1.  Have  inside;  enclose;  include 
'2*.  pul  off  future  time;  postpone 
3*  keep  from  being  damaged,  lost  or  wasted 

4.  hold  or  keep  in  possession;  hire;  keep  in  a fixed  condtion 

5.  keep  in  custody;  confine;  delay 

6.  keep  back;  set  apart  for  later  use 

7.  meet  for  discussion;  converse 

8.  be  worthy  of;  merit 

9.  be  related;  direct  a person  to  someone 
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UNIT  IV 


VOCABUIARY  SKILLS  - WORD  BUILDING 

Letson  #2 

anj  «»tro  are  roots  from  the  Greelt  word  aster,  meaning  »‘star.»* 
fttw  and  astro  are  found  In  mny  Engl  Ish  wordiT^eh  as  astrology 
(foretmetelling  by  the  stars)  adn  astronomical  (pertaining  to  the 
Study  of  the  stars.)  **  ■ 

Qther  Greek  roots  that  can  be  combined  with  aster  and  astro  to  make 
Engl 1 sh  words  ares  — ~ 


wetrv  - measurement 

* law  or  system  of  laws 
naut  - traveler 


01 q - iiKe;  similar 
Isk  - small 
Ics  - artj  practice;  study 


,^RECTIONSf  Wth  these  meanings  In  mlndy  write  the  word  from  Column  11. 
tnat  matches  each  definition  In  Column  1. 


COLUMN  1. 

1 • science  of  space  travel 

2.  measurements  of  stars 

3.  space  traveler 

4.  starlike  flower 
5*  like  a star 

6.  small  star  used  In  printing 


COLUMN  11. 


7*  person  wno  tells  fortunes 
by  studying  the  stars 

8.  study  of  the  natural  laws 
governing  stars  & planets 


aster 

asteroid. 

astrpiiaut 

asterisk 

astronomy 

astrometry 

astronautics 

astrologer 


B. 


<lefinit1ons  givm  foi-  It.  Choos.  the 
t*r  of  the  best  definition  for  eech  sentence  end  Write  it  on  the  line 


1*  accept 


solution 


3 .start 


a.  believe  In 
be  take  when  offered 
c.  agree  to 


a.  answer  to  a problem 

b.  mixture 


a.  beginning 

b.  sudden  movement 

c.  advantage 


1.  1 can't  accept  your  kindness 

2.  You  didn't  accept  what  he  ““ 
uid  as  the  truth,  did  you? 

3*  1 accept  the  committee's 
suggestion. 

1.  He  solved  the  problem  and 
gave  the  class  the  solution 

2.  A good  solution  to  put  on  a*"" 
aprain  Is  epsom  salts  In  water 

1.  He  was  In  on  things  at  the 
start 

2.  Please  give  us  a head  start  "" 

3»  llhen  the  door  slammed,  she 
gave  a start 


UNIT  IV. 


t 


! 


VOCABULARY  SKILLS«WORD  BUILDING 
C.  LESSON  ft  3 


A.  Mono  is  a root  from  the  Greek  word  mono,  meaning  "one,"  Mono  is  found 
in  many  English  words,  such  as  monotone  (repetition  of  the  same  tone). 
Poly  is  a root  from  the  Greek  word  polys,  meany  "many."  A polyclinic 
is  a place  where  many  diseases  are  treated.  Other  Greek  roots  that  can 
be  combined  with  mono  and  poly  ares 

mania  - madness,  preoccupation 

morphos  - shape 

gamy  - marriage 

theos  » god 

graph  - writing 

gram  - writing 

Pi rectionss  With  these  meanings  in  mind,  write  the  word  from  column  II. 
which  fits  each  definition  in  column  I. 


COLUMN  T 

1.  control  of  one  over 

2.  marriage  to  one  person 

3.  worship  of  one  god 

4.  having  many  shapes 
a craze  for  one  thing 
worship  of  many  gods 

7.  design  using  one  letter 

book  or  article  on  one  subject 


5. 

6. 


8. 


9.  writing  many  things  at  once 


COLUMN  II 


pol ygraph 

monogram 

monopol y 

montheism 

pol ythei sm 

monomania 

monograph 

monogamy 

polymorphic 


B. 


2. 


below  has  three  correct  definitions  given  for  it.  Choose  the 
the  best  definition  to  fit  each  of  the  accompanying  sentences. 


tardy 
dead 
recent 

revol t1 ng  a.  shocking 

b,  rebellious 

c.  nauseating 


1.  The  late  president  is  much  missed  even  today^ 

2.  He  was  so  late  he  was  embarrassed.  ” 

3.  The  late  edition  of  the  paper  is  out.  " 

1 . Air  pollution  causes  many  revolting  odors, 

2.  The  revolting  peasants  stormed  the  castle,  ” 

3.  There  is  a revolting  murdfiir  story  in  the  ] 
paper. 


3«  properties  a.,  possession 

of  value 
b.  qualities 


1.  He  sold  all  his  properties  before  leaving 

2.  Be  careful.  That  drug  has  special 
properties  which  may  caj  e trouble. 
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UNIT  IV 


VOCABULARY  SKILLS-WORD  BUILDING 
Do  Review  Exercise  #L 

Pi rectionSo  Circle  the  letter  of  the  right  answer 

1.  In  the  word  evict,  the  prefix  £ most  nearly  means 
a,  in  bo  beyond  Co  cut  d#  against 

2o  In  the  word  extend j tend  means 

a#  speak  bo  stretch  Co  plan  do  have  in  mind 
3»  In  the  word  indict,  diet  most  nearly  means 

a,  demand  b«  speak  Co  do  do  accuse 
4o  In  the  word  arobi dextrous,  ambi  means 

a*  together  bo  ambitious  Co  both  do  uncertain 


5« 

In  the  word  transfer,  fer  means 

6o 

a.  send  bo  across  Co  carry 
In  the  word  confer,  con  means 

do  prefer 

3o  meet  bo  carry  c»  with  d. 

against 

7. 

In  the  word  detain,  tain  means 

8o 

3o  hold  bo  against  Co  carry 
Theology  refers  to  the  studv  of 

do  continue 

3o  Greek  root&  b».  religion 

Co  earth  features 

9.  A culture  which  pr:ictices  polytheism 

a,  has  one  god  bo  has  many  gods  Co  does  not  believe  in  any  gods 
iOo  A book  referred  to  as  a monograph 

3o  is  a study  of  several  subjects  bo  is  a study  of  handwriting 

Co  is  a study  of  one  subject  do  deals  with  history 

1 1 o A monogamist  is  1 i kel y 

3o  to  be  prosecuted  in  the  UoSo  bo  is  likely  to  teach  in  a university 

Co  is  likely  to  have  no  legal  problems  because  of  being  one  here 

12o  In  the  word  subs tandardo  sub  means 

a.  above  average  bo  below  average  Co  below  or  under 

13»  In  the  word  aspire,  as  means 

3o  toward  bo  against  Co  under 
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UNIT  IV. 

VOCABULARY  SKIUS-WORD  BUILDING 
E»  Review  Exercise  #2 


Pi  recti  onss  Circle  the  letter  of  the  right  answer  to  each  questiortc 
i.  Something  inaudible 

Bo  cannot  be  seer*  b*  cannot  be  heard*  c*  is  too  strong*  d*  cannot  be  judged* 
2c  A malefactor  most  probably 

a.  has  done  something  special*  b*  has  done  something  wrong 

c*  is  a master  craftsman*  d*  has  bad  thoughts* 

3o  In  ancient  times,  a scribe  was  most  probably  kept  busy 

a*  writing  letters  for  people*  b*  describing  r,diat  happened  to  those  who 
c»  told  stories*  missed  it.  d.  painted  pictures* 

A subterranean  roadway  probably 

a*  is  not  long  enough*  b*  takes  up  too  much  room* 

c.  has  fewer  lanes  than  it  needs*  d.  will  require  good  lighting* 

5*  A translucent  fabric  at  the  windows 

a.  will  block  out  the  light.  b.  will  let  light  through* 

c.  will  fade  too  easily*  d.  will  be  too  expensive* 

'>  • A man  wi  th  poor  credi  bi  1 i tv 

does  not  express  himself  well*  b.  does  not  speak  well, 

IS  very  unusual  d.  is  not  likely  to  be  believed* 

^;-^;ns  taken  concurrently  by  the  Senate  and  House  on  a bill  indicate  that 
:;*  that  the  actions  were  opposite  in  effect, 
bo  the  actions  were  taken  one  after  the  other* 
c.  the  actions  were  taken  at  the  same  time* 

d«  the  actions  were  taken  in  spite  of  resistance* 

d.  A good  color  contrast  is  one  in  which 
a*  the  colors  are  very  close  in  tone, 
b*  the  colors  stand  out  against  each  other, 
c.  the  colors  are  very  light  colors, 
d*  the  colors  clash  with  each  other* 

9*  A respi ratory  infection  is  one  which 
a*  effects  the  hearing. 

b.  effects  the  blood  circulation* 

c.  effects  the  breathing  system. 

d*  would  be  serious  if  alcohol  is  taken  at  the  time. 

10*  An  imperfect  piece  of  work 

a.  is  far  superior  to  most  others* 

b.  is  not  perfect* 

c.  is  less  perfect  than  most  others, 
d*  is  unattractive* 

11*  An  alJjoncJ_usi_>^  policy 

a*  takes  in  every  possibility* 

b.  leaves  out  most  possibilities* 

c.  only  lets  some  people  in* 

d.  can  be  changed  when  necessary* 


UNIT  Vo 


VERBAL  ^ALOGY 
A.  Exercise  #1 

" ■ ■ R 

(JUST  AS) 

Read  each  sentence<>  Think  how  the  words  in  the  boxes  belong  together.  Find 
a word  in  the  WORD  BOX  that  will  go  with  the  underlined  word  in  the  same  way. 
There  are  more  words  in  THE  WORD  BOX  than  you  will  needo  Write  the  one  that 
fits  best. 

1#  Close  is  to  shut  just  as  stay  is  to  

is  to  slept  just  as  stick  is  to 
Smart  is  to  stupi d just  as  friend  is  to 

4.  Turkey  is  to  bird  just  as  bee  is  to  

Horse  is  to  gallop  just  as  cloud  is  to  

6*  Wet  is  to  ocean  just  as  dry  is  to 
M^t  is  to  met  just  as  shine  is  to 

8.  Chicken  is  to  roos ter  just  as  turkey  is  to 
9"  Hundred  is  to  dollar  just  as  five  is  to 
Present  is  to  gift  just  as  ask  is  to 
11.  Shout  is  to  whi sper  just  as  wide  is  to 
Leave  is  to  enter  just  as  danger  is  to 
13*  Bright  is  to  flame  just  as  dark  is  to 

14.  Lettuce  is  to  vegetable  just  as  cabi n is  to 
15»  Touch  is  to  thump  just  as  tal 1 is  to 

16.  Jacket  is  to  covering  just  as  insect  is  to 
17»  Warm  is  to  hot  just  as  crack  is  to 

15.  Twel ve  is  to  eleven  just  as  winter  is  to 
19*  Between  is  to  among  just  as  pair  is  to 

is  to  silent  just  as  tell  is  to 


THE  WORD  BOX 


shone 

nickel 

shadow 

several 

maybe 

beast 

autumn 

remain 

stuck 

insist 

gobbler 

spri ng 

insect 

drift 

desert 

shel ter 

towering 

creature 

reply 

inquire 

break 

safety 

amount 

enemy 

narrow 
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UNIT  V. 


VERBAL  ANALOGY 
B.  Exercise  #1 


(JUST  AS) 

Read  each  senteaiceo  Think  how  the  words  in  tbs  boxes  belong  together.  Find 
a word  in  THE  WORD  BOX  that  will  go  with  the  underlined  word  in  the  sat»e 
way.  Th^re  are  more  words  in  THE  WORD  BOX  than  you  will  need.  Write  the 
one  that  fi ts  best. 

lo  Straight  is  to  curly  just  as  waster  is  to 

2.  Stool  Is'  to  legs  just  as  pail  is  to  * 

3»  Sting  is  to  be^  just  as  cut  is  to 

ho  Break  is  to  broken  just  as  bear  is  to  — — — — — — — — — 

5o  Rattle  is  to  sound  just  as  salty  is  to  

6.  Teeth  is  to  chew  just  as  alarm  is  to  

7o  Shell  is  to  beach  just  as  kettle  is  to  

story  just  as  but  is  to  

9o  Lean  is  to  thin  just  as  match  is  to 

lOo  Thjnl^is  to  thSHSiZi.  £££££,  is  to 

11  o Bean  is  to  seed  just  as  potato  is  to 

Clesr  is  to  cloudy  just  as  scatter  is  to 

13«  Baggage  is  to  sul tease  just  as  machine  is  to 

1^0  Dmst  is  to  dirt  just  as  tog  is  to 
15*  Round  is  to  shape  just  as  beyond  is  to 

16»  Silent  is  to  noiseless  just  as  di rect  is  to  

l7o  Hum  is  to  sing  just  as  spark  is  to  

18.  Thousand  is  to  number  just  as  harbor  is  to 

19.  Pen  is  to  corral  just  as  stray  is  to 

20 0 During  is  to  following  just  as  understand  is  to 




she! ter 

nandle 

order 

jacket 

distance 


THE  WORD  BOX 


beast 

gather 

ki tchen 

agree 

crept 

taste 

boil 

lever 

root 

spread 

servant 

explain 

cloud 

knife 

warn 

ocean 

except 

flame 

wander 

born 
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UNIT  VI. 


MAKING  INFERENCES 

A.  Exercise  ft\ 


Oiractions:  Read  each  selection, 

best  completes  the  thought. 


Circle  the  letter  of  the  answer  which 


1.  Plants,  like  animals,  must  be  fitt 
they  live.  In  dry  desert  regions  they 

A . wi thou t much  cu 1 1 i vat i on . 

C.  during  harsh  windstorms. 

2.  After  many  thrilling  escapades  and 
retired  sailor  was  dissatisfied  with  1 

A-  frightening. 

C.  dull. 

3.  Domestic  animals  are  often  capable 
unable  to  pass  these  acquired  skills  or 
animal  knows  only  those  tricks  that 


5d  for  the  places  and  climates  in  which 
must  be  able  to  exist  for  long  periods 

B.  without  water. 

0.  under  a hot  sun. 

wondrous  adventures  in  new  lands,  the 
fe  at  home,  which  was  to  him  extremely 

Bo  refreshing. 

D,  exciting. 

of  lea-ning  tricks,  but  they  are 
I to  their  offspring.  Thus,  each 


A.  his  trainer  likes. 

C.  his  ancestors  knew. 

4.  Examples  of  gold  handicraft  are  rare 
very  valuable.  When  gold  objects  ceased 
melted  down,  and  the  metal  was 


Bo  he  has  been  taught. 

0.  he  can  learn  easil*' 

because  that  metal  always  has  been 
to  be  fashionable,  they  were  often 


A.  used  again.  g,  thrown  av/ay. 

C.  exhibited.  0,  confiscated. 

5.  Color  coordination  is  the  important  thing  to  watch  in  selecting  a travel 
wardrobe-- that  is,  planning  outfits  which  can  be  worn  with  one  set  of 
accessories.  For  extra  shoes  and  handbags  can  take  up  much  of  the  space  in 

A.  color  schems.  B.  suitcases. 

C.  trains.  0,  closets. 

6.  Your  informants  are  mistaken  when  they  tell  you  that  Galileo  believed 
that  the  moon  was  inhabited.  In  16/|'6,  Galileo  wrote  a letter  clearly 
stating  his  belief  that  the  moon  was  not 


A.  stationary.  B,  inhabitable. 

C.  rotating.  D.  cold. 

7«  The  wind,  which  came  from  the  North,  brought  the  first  snow.  For  several 
days  the  snow  fell.  On  the  first  afternoon  of  the  storm  the  snowflakes 
melted  as  soon  as  they  touched  the  ground.  However,  soon  the  wind  grew 
colder  and  more  biting,  and  the  snow  no  longer. 

A.  melted.  B.  fell. 

C.  froze.  D.  blew. 


n 
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UNTT^^o 

MAKING  INFERENCES 
Bo  Exercise  #2 

Di recti onsg  Read  each  selection,,  Circle  the  letter  of  the  answer  which  best 
completes  the  thought o 

1.  The  little  village  had  been  settled  only  about  fifteen  years,  and  the 
people  had  to  make  whatever  they  possessed  for  themselves  since  there  was  no 
way  to  reach  the  valley  except  by  horseback  over  the  ridge  of  the  mountains. 
There  were  little,  low  cabins  of  two  rooms  eachj  and  the  furniture,  such  as 
it  was,  was 

Ao  mainly  old  mahogany  heirloomso  Bo  roughhewn  out  of  native  woods. 

Co  rather  ornate  ad  fancy o 0.  brought  over  the  ridge. 

2.  Regardless  of  the  skill  with  which  one  describes  the  giraffe  or  the 
quality  of  the  photographs  of  the  animal,  its  unusual  appearance  cannot  be 
realized  unless 

Ao  the  animal  itself  is  seen.  B.  the  pictures  are  in  color. 

C.  movies  rather  than  still  pictures  are  seen.  Do  you  go  to  Africa. 

3»  Since  the  word  “Senate*'  comes  from  the  Latin  for  “old  man,"  it  implies 
that,  in  the  time  of  the  Romans,  the  Senate  was  made  up  of  men  who  were 


Ao  educated. 


B 


honest.  Co  elected.  D.  elderly 

4o  We  are  prone  to  think  of  democracy  as  a system  of  government  rather 
than  as  a form  of  human  relationship  in  which  men  and  women  of  every  class 
and  creed  live  together  in 

A.  discord.  B.  peace.  C.  America.  0.  cities. 

5.  For  three  days,  dense  fog  had  covered  the  city  of  London*  It  hung  over 
the  Thames  River  like  a heavy  veil.  It  was  impossible  to  see  more  than  a 
fw  feet  ahead  into  the  gloom.  On  the  bridge  over  the  river,  houses  were 
lit  up  by  candlelight  even  during  the 


B.  winter.  C.  night.  D.  fog, 

6.  Characters  in  radio  serials  are  sometimes  regarded  as  real  people  by 
enthusiastic  listeners.  In  one  case,  an  upstanding  young  hero  was  unjustly 
accused  of  murder.  A listener  volunteered  her  services  as  witness,  explaining 
that  she  had  heard  the  show  on  the  day  the  crime  was  commi tted  and 


A.  deplored  its  effect  on 
Co  had  turned  the  radio  off. 


1 i steners, 


B. 

Do 


considered  the  plot  contrived, 
knew  who  was  guilty. 


7.  Primitive  decorators  were  impressed  by  the  beauty  of  green  grass,  blue 
Sky,  and  golden  sunset,  so  they  tried  to  imitate  Nature's  radiant  bright- 
ness. Both  the  sculpture  and  the  architecture  of  early  times  were  lavishly 
adorned,  wi  th  .« 


gems, 


Bo  colors. 


C.  flowers.  0.  flour  ,hes. 
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UNIT  VI o 


MAKING  INFERENCES 
C»  Exercise  H'i 


Circle  the  letter  of  the  answer  which 


Direct ions 8 Read  each  selection, 
best  completes  the  throught. 

1.  Red  squirrels  are  far  from  antiscoical,  but  they  do  not  cooperate  with 
one  another  in  times  of  danger,  when  an  enemy  appears  on  the  scene,  the  first 
squirrel  to  see  him  makes  a lot  of  noise,  but  the  purpose  of  the  noise  is  to 
scare  the  enemy  away  rather  than  to 


A.  enhance  his  own  fear.  B,  warn  his  other  squirrel  friends. 

C.  boister  up  his  own  courage.  D.  put  the  enemy  on  the  defense. 

2.  A su^rine  submerges  by  opening  valves  which  allow  water  to  flow  into 
tanks.  The  valves  are  closed  when  enough  water  has  been  taken  into  make 
the  vessel . 


A«  lighter  than  the  surrounding  water.  B.  ready  for  battle. 

C.  sink  to  a desired  depth.  d.  safe  from  attack. 

3.  Rescue  planes  have  radioed  that  several  survivors  of  the  crash  were 

killed.  B.  picked  up.  C.  dropped.  0.  fractured. 

4.  From  almost  every  household  in  this  small  town,  volunteers  went  to  the 
front.  Many  never  returned;  those  who  did  come  home  bore  lasting  physical 
and  emotional  scars.  The  whole  community,  for  a long  time,  experienced 
intense  emotion  at  any  mention  of  the 


A.  pestilence.  B.  hospital.  C.  prison.  D.  war. 

5*  ITie  city  is  bypassed  on  two  sides  by  large  bodies  of  water,  so  that  there 
IS  always  a brisk  breeze.  Sadly,  though,  the  streets  a/e  so  covered  with  dust 
and  grit,  and  the  air  is  so  laden  with  soot  that  the  city’s  inhabitants  who  go 
for  a stroll  in  the  evening  air  invariably  return  home 

A.  dewy  with  dampness.  b.  covered  with  grime. 

C.  tired  from  their  hike.  q.  full  of  good  spirits. 

6.  The  dog  sled  traveled  stalwartly  toward  its  destination.  The  dogs  plodded 
on  through  the  blizzard,  often  through  dangerous  snow  drifts  in  which,  if  they 
had  stopped  to  rest  for  a minute,  they  would  have  been  immediately. 

A.  mistreated.  B.  buried.  C.  relaxed.  D.  detected. 

7*  Self-styled  vigilantes  betray  the  fundamental  principle  of  lawful 
government.  Better  that  a few  guilty  men  escape  punishment  than  that  a ban 
of  private  citizens  execute  immediate  vengeance  without  permitting  the  accused 

A.  absolution,  by  law,  of  his  crime.  B.  a fair  trail  under  law. 

C.  a gun  for  self -protect! on.  o.  a chance  to  escape  undetected 
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UNIT  VIo 


I 


MAKING  INFERENCES 
Do  Exercise  #4 

Directions 8 Read  each  selection»  Circle  the  letter  of  the  answer  which 
best  completes  the  thought o 

lo  The  new  bookkeeper  tried  to  do  his  job,  but  he  made  so  many  errors  that 
the  rest  of  us  wondered  why  the  manager  had  hired  a man  of  his 

A.  sincerity  B.  age  Co  ability  D»  nationality 

2o  People  now  watch  television  much  more  than  they  listen  to  the  radiOo  Even 
when  we  are  just  finding  put  what  tomorrow's  weather  will  be,  we  like  to  be 

Ao  told  B.  shown  Co  entertained  0.  informed 

3o  The  early  Babylonians  wrote  on  soft  clay  tablets*  They  made  signs  on  these 
tablets  with  the  tip  of  a reed*  These  tablets  were  then  baked  in  the  sun 
until  they  became  hard*  Thus  the  written  record  was  made 

A*  longer  B*  easily  C*  permanent  0*  correct 

The  ©Id  hitchin'  post  belongs  to  the  past,  but  we  still  have  many  of  the 
"horse  and  buggy"  roads  that  went  with  it*  The  unfortunate  fact  is  that, 
although  motor  vehicles  have  improved  rapidly,  development  is  lagging  behind  in 

Ao  roads  B*  courtesy  C*  production  Do  industry 

5*  Originally  there  was  an  abundance  of  white  pine  in  American  fores tSe 
However,  so  many  uses  have  been  discovered  for  this  wood  that  the  supply  of 
white  pine  is  t^coming  more  and  more  sparse*  As  a result  of  this  situation, 
white  pine  is  becoming  increasingly 

Ao  expensive  Bouseful  C*  abundant  Do  expendable 

6o  Soon  after  we  had  begun  building  the  cabin,  the  group  of  us  functioned 
like  a wel  l*°ordered  machineo  Since  time  was  at  a premium,  we  had  to  be 

Ao  careless  B.  leisurely  C»  Daring  0*  efficient 

7.1  The  grotesque  blurs  which  appeared  where  he  had  hoped  to  see  the  smiling 
faces  of  his  handsonie  children  told  the  amateur  photographer  that  his 

Ao  instrument  was  too  expensive  B*  children  were  truly  ugly 

Co  camera  had  not  been  correctly  focused  D*  photography  was  improving 

8o  ^The  praying  mantis  was  given  this  name  because  it  frequently  assumes  a 
position  with  its  front  legs  raised  which  suggests  prayer*  This  attitude  is 
no  true  Indication  of  the  disposition  of  the  insect,  which  is  one  of  the  most 
cruel  and  vicious,  feeding  not  only  on  other  kinds  of  insects  but  also  on 

Ao  its  own  kind  B*  plant  juices  Co  leaves  D*  beetles 
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UNIT  VI o 


MAKING  INFERENCES 
E»  Exercise  ttS 

Good  reading  comprehension  encompasses  thinking  fast  and  logically  as 
one  reads.  One  must  try  not  to  ^‘fragmentize**  the  text;  try  not  to  see  parts 
of  the  idea  being  presented^  rather  look  at  the  whole  thought  in  its  in- 
tegrated form.  Develop  a questioning  attitude.  Try  to  recognize  the  writer's 
purpose y to  detect  his  prejudices  or  underlying  points  of  view,  to  check 
the  sequences  of  his  logical  analysis.  Frame  mental  questions  such  ass  Why 
does  the  writer  say  that?  Has  he  drawn  a logical  inference?  How  do  the 
facts  support  hi s concl usi ons?  Cultivate  the  art  of  drawing  logical  in- 
ferences once  the  facts  and  assumptions  have  been  presented  by  the  writer. 

Below  you  will  find  several  statements,  each  consisting  of  a number  of 
facts  and  assumptions.  At  the  conclusion  of  each  statement  are  one  or  two 
sets  of  inferences  based  on  the  facts  or  assumptions  presented.  From  each 
set  of  three  possible  inferences,  you  are  to  select  the  one  v;hich  can 
logically  be  drawn  from  the  information  in  the  statement. 

1.  Some  of  the  books  in  the  display  window  of  this  store  have  yel low  jackets. 
All  of  the  books  that  are  best  sellers  have  green  jackets.  Some  of  the  best 
sellers  in  the  window  were  placed  there  this  morning,  but  none  was  placed 
there  after  this  morning. 

INFERENCES 

a.  All  of  the  books  in  the  display  window  are  either  yellow  best  sellers 
or  green. 

b.  Some  of  the  books  in  the  window  are  best  sellers  and  have  neither 
yellow  or  green  jackets. 

c.  There  were  some  books  with  green  jackets  in  the  window  prior  to  this 
morning. 

r 

2.  Coleridge's  personality  is  full  of  eccentricities.  His  life  w®s  one  of 
integrity.  However,  he  seldom  completed  a task  on  which  he  embarked. 

INFERENCES 

GROUP  I 

(a)  Coleridge  lacked  nobility  of  character. 

(b)  Coleridge  lacked  perseverance. 

(c)  Coleridge  never  completed  an  important  project  in  his  life. 

GROUP  II 

(a)  Coleridge  seldom  engaged  in  normal  activities. 

(b)  Coleridge's  eccentricities  diminished  his  stature 

(c)  Coleridge  was  an  honest  man. 
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UNIT  VI. 


MAKING  INFERENCES 


E.  Exercise  #5  (Continued) 


3*  A fantous  general  has  said  that^  in  his  view^  politics  is  far  too  serious 
a matter  to  be  left  on  to  politicians.  An  economist > on  the  other  hand^  is 
too  limited  in  training  to  operate  effectively  in  politics.  Moreover,  a 
lawyer  who  is  trained  in  politics  usually  makes  the  best  government  office- 
holder. 


INFERENCES 

a.  Economists  as  a class  should  be  excluded  from  politics  wherever  possibi 

b.  A man  with  long  and  successful  experience  in  the  law  may  not  be  an 
effective  politician. 

c.  Training  in  politics  is  not  essential  for  success  in  governmental 
acti  vi  ties. 

ko  English,  German  and  Dutch  are  examples  of  Germanic  languages.  Germanic 
languages  are  a sub-family  within  the  Indo-European  family.  Other  families 
are  the  Semitic  languages  (e.g.  Hebrew  and  Arabic)  and  the  Malayo-Polynesian 
languages  (e.g.  Malayan  and  T«ga1og).  The  Romance  languages,  such  as  French 
Spanish  and  Italian  are  another  Indo-European  sub-family. 


INFERENCES 

GROUP  I 

(a)  It  is  possible  for  two  languages  to  belong  to  the  same  family  of 
languages,  although  they  do  not  belong  to  the  same  sub-family. 

(b)  It  is  possible  for  two  languages  to  belong  to  the  same  sub-family 
of  languages,  although  they  do  not  belong  to  the  same  family. 

(c)  English  is  more  related  to  Tagalog  linguistically  than  it  is  to 
Spanish. 


UNIT  VI 


MAKING  INFERENCES 
E.  Exercise  itS  (Continued) 


GROUP  II 


a.  Some  Malayo-Polynesian  langunges  belong  to  the  Indo-European  family* 

b.  There  are  some  Romance  languages  which  are  not  Indo-European  languages 

c.  There  are  some  Indo-European  languages  which  are  not  Romance  languages 

5*  A granitarian  is  an  herbivorous  bird  that  loves  to  fly  at  night*  All 
birds  that  love  to  fly  at  night  will  attack  salamanders  in  the  dark*  How- 
ever, no  bird,  unless  it  is  a palmigrast,  will  attack  salamanders  in  the 
dark* 

GROUP  I 

a.  All  birds  that  will  attack  salamanders  in  the  dark  are  herbivorous* 
b*  Only  herbivorous  palmigrasts  love  to  fly  at  night* 
c.  Not  all  palmigrasts  are  necessarily  herbivorous* 

GROUP  II 

a.  There  are  some  herbivorous  birds  that  will  not  attack  salamanders 
in  the  dark* 

b.  Sotre  herbivorous  birds  are  palmigrasts* 

c.  Palmigrasts  love  to  fly  at  night. 

6.  All  the  volumes  of  poetry  on  this  shelf  are  bound  either  irs  red  leather 
or  in  green  cloth*  All  the  leather-bound  books  of  poetry  are  new  and  were 
purchased  abroad*  But  some  of  the  books  on  this  shelf  are  at  least  100 
years  old* 

INFERENCES 


GROUP  I 

a*  Some  volumes  on  this  shelf  may  be  bound  in  green  leather* 

b.  Some  poetry  volumes  on  this  shelf  are  bound  in  paper* 

c.  None  of  the  green"doth  books  on  this  shelf  is  a century  old* 

GROUP  II 

a*  All  of  the  books  in  red  leather  are  volumes  of  ooetry* 
b*  Some  of  the  red  books  on  the  shelf  were  purchased  abroad* 
c.  None  of  the  green  books  was  purchased  in  this  country* 


UNIT  VI, 


MAKING  INFERENCES 
F.  Exercise 


lo 


lo  En?6rsoD  *is  h^re  plodding  for  grodter 

(a|  tolerance  (b)  individualism  (c)  faith  (d)  agressi veness 
courdgo 

2o  the  basis  of  this  passage,  we  may  infer  that  Emerson  would  be  most 
nkely  to  favor 

two-party  system  (b)  imprisonment  for  nonconformists 
IcJ  enlightened  censorship  of  the  press  (d)  absolute  liberty  of  action 
even  for  criminals  (e)  the  right  of  everyone  to  speak  his  mind 
freely  on  all  kinds  of  issues 

Mai-  alone  keeps  up  to  its  highest  tension  all  human  energy  and  puts  the 
stamp  of  nobility  upon  the  peoples  who  have  the  courage  to  face'll t. 

lo  This  statement  was  probably  made  by  a 

(di  Kni-st^lej^WnT'*  father  of  a son  who  fell  in  war 

2.  We  may  infer  from  this  statement  that  war 

tt\  u®’’  destr<>ys  (b)  tests  a nation»s  strength 

fdl  traditional  moral  principles  of  mankind  ^ 

CdJ  leads  to  technological  progress  (e)  makes  everyone  tense 
and  courageous  ' 

Ille 

It  would  seem  that  the  more  placid,  detached  and  solitary  a man's  outer 

It  co^s  to  the  same  things  if  you  take  care  not  ?o  be  a man  of  action 
if  you  seek  peace  in  solitude,  you  will  find  that  life"s  vicissitudes  fall 

K I^a  ’■*  **  foursltf^^" 

Ic  Solitude  provides 

(cl  aracti!lT.I*‘’®)5i ® inner  struggle 

(c)  an  active  life  (d)  the  more  heroic  way  of  life  (e)  a fool?s  paradi 

2,  Life's  vicissitudes 

cannot  be  avbided  (b)  are  avoided  only  by  the  hero  tr^)  i-h 

fan  ‘’’®  ®°'i*®*'y  iii'e  (dj  are  imaginary  (e) 

fall  upon  the  man  of  action  from  within  / W 


se 
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MAKING  INFERENCES 
F.  Exercise  #6  (Continued) 


IV. 

“In  the  land  of  the  blinds  a one-eyed  man  is  king*" 

1.  Which  of  the  following  most  nearly  expresses  the  idea  of  this  maxim? 

(a)  We  never  appreciate  anything  fully  until  we  have  lost  it 
irretrievabl y. 

(b)  There  is  no  one  so  blind  as  the  person  who  does  not  wish  to 
see. 

(c)  Courage  and  determination  will  enable  us  to  triumph  over 
. even  the  most  severe  obstacles. 

(d)  All  human  weaknesses  and  strengths  must  be  regarded  as  relative. 

(e)  Misery  loves  company. 


V. 

A man  that  should  call  everything  by  its  right  name  would  hardly  pass 
tnrough  the  streets  without  being  knocked  down  as  a common  enemy. 

1.  The  writer  is  pleading  for 

(a)  honesty  (b)  tact  (c)  hypocrisy  (d)  scholarship  (e)  frankness 


VI. 


William  Jennings  Bryan  declared:  "You  shall  not  crucify  mankind  on  a 

cross  of  gold!" 

1.  Bryan  here  is  tell  us: 

(a)  not  to  sacrifice  human  rights  for  material  gains 

(b)  to  adopt  more  humane  punishments  for  lawbreakers 

(c)  to  wage  war  for  our  religious  principles 

(d)  to  become  pacifists 

(e)  to  condemn  a man  without  giving  him  a chance  to  defend  himself 

2.  The  style  of  the  speaker  may  be  best  characterized  as: 

(a)  metaphorical  (b)  sarcastic  (c)  sacrilegious  (d)  pious 
(e)  prosaic 
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UNIT  VI „ 


NAKINC  INFERENCES 
Go  Exercise  ^7  (Cont'd.) 


Pi  recti ons;  Below  you  will  find  several  statements,  each  consisting  of  a 
number  of  facts  and  assumptions.  At  the  conclusion  of  each  statement  are 
one  or  more  sets  of  inferences  based  upon  the  facts  and  assumptions  presented 
From  each  set  of  three  possible  inferences,  you  are  to  select  that  one  which 
can  be  logically  drawn  from  the  information  in  the  statement. 

1.  Matrils  and  patrils  are  two  different  types  within  the  same  species.  All 
matrils  are  green.  No  patrils  are  green. 

INFERENCES 


GROUP  lo 

(a^  All  matrils  are  patrils. 

(b)  Some  patrils  may  be  matrils. 

(c)  No  patrils  are  matrils. 

GROUP  II. 

(a) All  non-green  members  of  this  species  are  patrils. 

(bj  A non-green  member  of  this  species  cannot  be  a matril. 

(cj  All  green  members  of  this  species  are  matril s« 

2.  Finally,  I am  often  asked  what  this  book  is  like.  I always  replys  "It 
i s nQ  good  asking  me.  I am  not  a good  judge.  You  must. ask  other  people. 

They  will  tell  you.  I have  no  doubt  that  when  the  reviewers  get  down  to  it, 
they  will  tell  you  exactly  what  they  think  about  this  book  and  about  me  in 
no  uncertain  words."  The  last  person  I told  that  to  saids  "Tnat  is  all  right 
but  I want  to  know  what  you  think."  I saidr  "It  is  no  good. if  I say  it  is  a 
good  book.  People  will  say  that  I. am. just  a conceited  person.  You  cannot 
expect  me,  having  spent  about  five  years  on  it,  to  say  it  is  a bad  book.  It 
would  hardly  be  right  to  say  so." 


INFERENCES 


GROUP  I. 

(a)  The  person  making  this  statement  does  not  think  highly  of  the 
book  under  discussion.. 

(bj  The  person  making  this  statement  does  have  opinions  about  the 
book  but  refuses  to  divulge  them. 

(c)  The  person  making  this  statement  has  a high  opinion  of  the  dis- 
cernment of  reviewers  but  a rather  low  opinion  of  their  honesty. 

GROUP  II. 

(a]  The  person  making  this  statement  has  just  written  a book. 

(b)  Th®  person  making  this  statement  has  just  read  an  interesting 
book. 

(c5  The  person  making  this  statement  is  reluctant  to  read  the  book 
under  discussion. 


UNIT  Vie 


MAKING  INFERENCES 
Go  Exercise  §1  (Continued) 

GROUP  III, 

(a)  The  person  making  this  statement  thinks  very  weli  of  himself. 

(b)  The  person  making  this  statement  is  trying  to  give  an  impression 

of  great  modesty, 

(c)  The  person  making  this  statement  is  taking  pains  to  avoid  the 
impression  of  either  conceit  or  excessive  modesty. 

3.  No  lamp  in  this  showroom  is  expensive  unless  it  has  been  imported.  More- 
over, no  lamp  is  made  of  nylon  unless  it  has  been  hand-stitched.  Only 

lamps  made  of  nylon  bear  the  signature  of  the  designer. 

INFERENCES 

GROUP  I „ 

(s)  No  lamp  made  of  nylon  is  expensive. 

(b)  Some  lamps  that  are  hand-stitched  bear  the  signature  of  the  designer. 

(c)  Nylon  lamps  are  not  imported. 

GROUP  II, 

fiy  A lamp  in  this  showroom  that  is  imported  from  Italy  may  or  may  not 
be  inexpensive. 

(b)  Every  imported  lamp  is  made  of  nylon. 

(c)  A lamp  which  bears  the  signature  of  the  designer  is  not  necessarily 

hand-sti tchedc  ^ 

4.  Some  of  the  players  on  this  major  league  baseball  team  come  from  the  minor 
leagues.  None  of  the  bonus  players  on  the  team  has  had  experience  in 

the  minor  leagues.  However,  all  the  bonus  players  on  this  team  have  been 
in  the  major  leagues  for  at  least  three  years. 

INFERENCES 

GROUP  I o 

(a)  All  the  basebal , players  on  this  team  have  had  experience  in  the 
minor  leagues. 

(b)  There  may  be  players  on  this  ream  who  are  not  bonus  p-ayers  and 
have  not  had  minor  league  experience. 

(c)  The  players  on  this  team  who  are  not  bonus  players  have  been  in 

the  major  leagues  for  less  than  three  years. 

GROUP  II. 

No  bonus  player  on  this  team  has  been  in  the  major  leagues  for 
more  than  three  years. 

(b)  Some  of  the  players  on  this  team  have  been  in  the  major  leagues  for 
at  least  three  years  and  have  never  had  minor  league  experience. 

(c)  Many  former  minor  leaguers  are  members  of  this  team. 


miT  VI, 


MAKING  INFERENCES 
G.  Exercise  f^7  (Cont'd.) 


5.  All  the  satires  written  this  year  by  the  "Swift  group"  of  writers  are 
personal  and  vituperative.  Some  of  the  satires  in  this  year's  output 
were  written  by  women.  However,  none  of  the  satires  written  by  women 
this  year  may  be  considered  vituperative. 


INFERENCES 


GROUP  I, 

(aj  Some  of  the  vituperative  satires  written  last  year  were  the 
work  of  women. 

(b)  More  men  than  women  have  written  satires  this  year. 

(c)  No  satires  written  this  year  by  members  of  the  "Swift  group" 
are  the  work  of  women. 

6.  All  of  the  writers  in  this  association  who  have  been  active  novelists 
for  at  least  10  years  have  received  an  award  at  least  three  times. 
Thompson,  who  was  admitted  to  this  association  last  year,  has  been 
active  as  a novelist  for  five  years. 


INFERENCES 


(a)  No  writer  in  the  association  with  less  than  10  years  of 
experience  as  a novelist  has  received  as  many  as  three  awards. 

(b)  Thompson  may  not  have  received  any  award. 

(c)  All  the  members  of  this  association  are  novelists. 
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The  High  School  Equivalency  Diploma  Tests,  Teacher  Guides,  kid 
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^atitude  is  expressed  to  Herman  A.  Kressel,  Director,  and  Hensan 
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UNIT  I 


LITmATURE 


INTRODUCTION  - How  to  Approach  a Poen 

A*  The  Tools  of  Analysis:  four  kinds  of  meariing 

1.  flain  sense:  the  writer  presents  items  for  consideration, 

2.  Peeling:  expressed  by  the  writer  about  these  items, 

3.  Tone:  the  writer's  attitude  to  the  reader. 

U,  Intention:  the  aims  the  writer  tx'ies  to  promote. 


B,  The  Object  of  Analysis:  six  aspects  for  discussion 

1.  SUBJECT.  Wiiat  tlie  poem  is  about: 

(a)  God,  religion,  i3hilosopli;y 

(b)  Nature,  landscape,  beauty 

(c)  I'lan’s  life,  destiny,  birth,  death 

(d)  Human  love,  friendsiiip,  vommce 

(e)  Childhood 

(f)  Patriotism,  war,  peace 

(g)  Politics,  social  verse 

(h)  Satire,  hatred 

(i)  The  past,  faixtasy,  supernatural 
^i)  Time 

(k)  Say  what  the  subject  is , 

(l)  Sunsaarize  the  bare  leaning. 

(mi)  Decide  if  this  is  a valuable  subject  for  poetry. 

(n)  Say  iS  it  is  a common  subject  and  if  you  have  met  it 
in  any  weH-tcnow:i  pocTfi. 

2.  THEATi-MT.  How  the  theme  Is  piesejited 

(a)  pur©  statement  csr  evocafdve? 

(b)  by  rhythm  or  imagery? 

(c)  obvious  or  subtle  rbyth^)i? 

(d)  what  kind  of  imagery?  nature?  ai^t?  classics?  machinery? 
medicine?  religious?  etc. 

(e)  what  kind  of  mood?  serious?  humorous?  sincere?  insincejfe? 
Realistic?  symbolic?  sentimenbal?  irx,3iWous?  satirical? 
light?  heavy?  straightforward?  oblique?  modern?,  out-of- 
date? 

3.  liHETORIG,  What  technical  means  are  employed: 

(a)  Words  evocative  without  deep  emotion? 

(b)  Figures  of  Speech:  similes,  r.iethaphors,  hyperbole, 
per sonf ic  atlon . 

(c)  Onomatopoeia,  alliteration  assonaiice,  etc. 


i|.  FORM.  The  literary  mediiaw  adopted s 

(a)  Epic 

(b)  Dramatics  Comedy Tragedy,  History,  Romance 

(c)  Narratives  long  (the  Romance)  and  short  (the  Ballad) 

(d)  Didactics  long  (in  blank  vei'se)  ana  short  (Epigram) 

(e)  Satiric s Personal  or  Social  satire 

(f)  Lyrics  Ode,  Song,  Sonnet  (Petrarchan  or  Shakespearean), 
Elegy,  etc. 

5.  METER  AND  RHITHM,  The  texture  of  the  verses 

(a)  Blank. verse 

(b)  Heroic  couplet 

(c)  Free  verse 

(d)  Spenserian  stanza 

(e)  Ballad  stanza 
i^f)  Terza  rima 

(g)  Ottava  rima 

(h)  iambic,  trochaic,  anapaestic,  dactylic 

(i)  strict,  monotonous,  unvaried,  end-stopped,  with  or  with- 
out enjambment 

(j)  Is  the  rhythm  subtle  or  obvious? 

(k)  Is  it  suited  to  the  subject? 

6.  VOCABULARY*  The  raw  materials  of  the  verses 

(a)  Simple  or  elaborate? 

(b)  I4ixed,  complex? 

(c)  Specialized?  technical  terms  of  trade,  profession,  war, 
church,  art 


UNIT  II 


LITBRATIHH 
STRUCTURE  OF  POETRI 


One  dictionary  defines  poetxy  itseli'  as  follows  8 

•’the  embodiment,  in  appropriate  language of  beautiful 
or  high  thought,  imagination  or  emotion,  the  language 
being  rhythmical  usually,  metrical,  and  adapted  to  arouse 
the  feelings  and  imagination  o o ^ ” 

A.  Rlythm:  A key  factor  of  poetry  is  the  rhythm  or  beat  of  the 

language.  One  way  to  "chleve  this  riythm  is  by  using 
the  natural  flow  of  the  language « There  are  also  several 
more  technical  ways. 

1.  Meters  poets  have  made  up  certain  formal  rhythms  , There  are 

several  types  of  beats,  and  a certain  number  to  each  line 
of  poetry. 

(a)  Beats 
iamb 

trochee  if/w) 

dactyl 

anapest 

(b)  Number  q-p  Feet  (beats)  Per  Line 
trimeter  - three  beats  or  feet 
tetrameter  - four  beats 
pentameter  - five  beats 
hexameter  « six  beats 
heptameter  ~ seven  beats 

(c)  Parallel  Construe tion  £ Sometimes  Rhythm  is  created  by  a 
repetition  of  the  way  a line  is  written,  or  the  way  in 
which  words  are  arranged . 

Where  the  bricks  are  fallen 
We  will  build  with  new  stone 
Where  the  beams  are  rotten 
We  will  build  with  new  t-irabers 
Where  the  word  is  mspoken. 

We  will  build  with  new  speech. 


2.  Rhjyineg  rhythm  or  baat  is  increased  the  use  of  rl^e,  in 
which  the  sounds  of  several  words  are  the  same* 


(a)  ^d,  rhymes  the  most  common  pairing  of  sotinds  comes  at 
the  ends  of  lines  of  poetry.  It  is  nsnalHy  a vowel 
sound  followed  hy  a consonarit. 

Row,  row-,  row  your  boat,  gently  down  the  stream 
Merrily,  merrily,  merrily  life  is  but  a dream. 

:^3»lteration;  Here  the  repetition  of  sound  comes 
tlu*oughout  the  lines  and  is  usually  made  by  consonants. 

This  is  used  to  create  a mood,  picture  or  feelinp-  in 
the  reader.  ^ 


In  a somer  seson.  When  soft  was  the  sonne, 

I ^hrope  me  a ^hrouds.  As  I a shepe  were, 

(c)  Rhyme  Scheme?  Xfhen  the  End  rhymes  (final  word  rhymes) 
are  arranged  in  a special,  repeating  order,  in  which 
the  last  words  of  certain  lines  rhyme  with  the  last 
words  of  other  certain  rhymes  the  poem  is  said  to  have 
a specific  riiyrae  scheme.  Each  new  repeated  sound  is 
^ a new  letter  of  the  alphabet.  Example: 
third  lines  of  a four  line  poem  rhyme, 
Tinp  called  If  the  second  and  fourth 

Th^  r-hLo  ! poem  rhyme,  that  rhyme  will  be  called  b. 
The  rhyme  scheme  of  the  poem  is  thus  abab. 

3.  ^truotm|!  ^ arranged  into  groups  of  lines,  oon^arable  to 

sfaS!  These  groupings  are  oaUed 


two  line  stansa  ~ couplet 
four  line  stanza  — cjuatradn 

fecial  types  of  poems 


sestet  ” six  line  stanza 
octave  - eight  line  stanza 


Poets  have  established  formal  rules,  setting  the  mmber  of  Iioa*! 
l^e^'"''ThfSn  hi  ^eats  to  each 

prTskd’^^ttSns  i&"tr?LyVar:^t“  s:  s ? 

forms  liave  special  ruaues!  * frequentily  used 


va,/  oonneu 


t4  T.  exactly  1I4.  lines. 

^ ' Itoea  sonnet.  The  first  eight 

“he  sonnet,  usually  caUed  the  octave 
Present  ^d  develop  the  poet's  idea.  The  idea  is 
presented  in  the  first  quatrain  (first  four  lines) 


developed  in  the  next  quatrain.  The  last  six  lines,, 
Imown  as  the  sestet  reflect  on  the  idea  in  the  first 
three  lines  and  bring  the  sonnet  to  a definite  close 
in  the  last  three.  This  type  of  sonnet  usually  has 
one  of  the  following  three  rhyme  schemes s the  first 
eight  lines  are  always  abbaabbSj  rrhile  the  last  six 
may  be  cdcdcd,  cdecde,  or  cdedce. 

(ii.)  English  or  Shalcespearean  sonnet.  Shakespeare 
divided  the  sonnet  into  foiu*  independently  rhymed 
quatrains  and  a i.’jial  two  lines^  which  in  effect  present 
the  punch  lii.e  of  the  thought  presented  and  developed 
in  the  first  twelve  lines.  The  rhyiiie  scheme  is 
generally  abab^  cdcd,  efef^gg. 

(iii)  There  are  other,  less  common  types  of  sonnets  but  the 
above  are  the  most  basic  ones  which  were  widely  used  by 
poets* 


TJTJIT  III 


Humor  (iw  both  prose  and  poetary)  is  used  in  a variety  of  ways  in 
Utarature. 

Kuiftor  for  fun 

examines  Reflection  on  Ice>^3reaking  by  Ogden  Nash 

Gandy 
Is  dandy 
But  liquor 
Is  quicker. 

^ whi/ijih  malces  a social,  political  or  philosophic  point 

Humor  which  deals  with  human  issues  or  different  types  and  makes 
comments  about  these  issues  is  called  wit. 

If  the  witty  poem  or  piece  of  writing  is  used  to  put  down,  or 
poke  fmi  at  the  stupidity,  badness,  etc.  in  a situation  it  is 
called  satire. 

Sometimes  wit  is  used  to  insult , sometimes  to  clarify  something 
we  know,  usualJy  to  make  a serious  point  by  catching  the  reader 
by  surprise. 


/ ' ■ 


lesson  #6 

GROWTH  OF  DEMOCRACY 
Topic  - Meaning  of  Democracy 

A.  Democracy  is  rule  by  the  peof>)e. 

1.  Political  democracy 

a)  right  to  vote 

choice  of  candidates 

c)  government  of,  by,  and  for  tne  people 

2,  Social  de?iK>cracy 

a)  all  egual  in  eyes  of  the  lev; 

b)  equal  opportunity 

c)  Bill  of  Rights 

d)  Civil  Rights 

1)  equal  educational  opportunities 

2)  equal  access  to  housing,  transportation,  recreation* 
job  opportunities 

B»  Majority  Rule  and  Minority  Rights 
!•  Discussion  of  rights 

2.  Importance  in  a democrac)* 

C.  Responsibilities  of  a citizen  in  a democracy 

D.  Civil  Rights  Act  of  1964 

1.  strengthened  voting  rights 

2.  racial  discrimination  prohibited  in  public  places 

E.  Related  Vocabulary  Lesson  ^6, 

1.  prejudice 

2.  discrimination 
3*  disenfranchise 
4,  integration 

5»  segregation 
6.  defacto 
7*  filibuster 
8,  rights 
9*  duties 

10.  responsibilities 
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LESSON  m 


FOREIGN  AFFAIRS 


Topic  - Background  of  our  Foreign  Policy 


A*  Early  policy 
1.  Isolation 

a)  Washington's  policy  of  no  **entangling  alliances" 

Monroe  Doctrine 

a)  Prevented  further  colonization  of  the  Americas 

b)  Led  to  United  States  domination  in  the  Western  Hemisphere 

c)  Modern  usage  - Cuba,  Dominican  Republic 
The  Spanish-American  War 
a)  Turning  point  in  American  foreign  policy 

W Puerto  Rico,  Philippines,  and  building  and  owing 

of  the  Panama  Canal  ^ 

Foreign  polic>'“  Caribbean  became  an  American  lake 

a)  Theodore  Roosevelt 

1)  dollar  diplomacy 

2)  "big-stick"  policy 

b)  Franklin  0«  Roosevelt-  good-neighbor  policy 
B,  Related  Vocabulary  Lesson 


2. 


3. 


4. 


1.  isolation 

2.  intervention 
3*  nationalism 

4.  imperialism 

5.  colonization 

6.  "yellow  press" 

7*  dollar  diplomacy 
8.  big  stick 

9*  annexation 
10.  territory 


Review  exercise:  Each  quotation  below  contains  a metaphor,  a simile, 
or  personification.  Read  each  line.  If  it  contains  a metaphor  write  M; 
if  it  contains  a simile,  write  Sj  and  if  it  contains  personification, 
write  P.  Put  your  answer  in  the  space  on  the  right. 

1.  Ax  blows  cut  the  air/like  thawing  ice* 


2.  The  wind  swept  by,  counting  its  money  and  throwing  it 

■ awAy. ' ’ 

3.  As  idle  as  a painted  ship,  upon  a painted  ocean. 

ij-.  Spring  has  come  home  with  her  world  wandering  feet. 

5.  Swift  as  a snake. 

$.  The  hffialock  hills/  Against  the  denim  sky. 

7»  The  tiger  sun  will  leap  upon  you  and  destroy  you* 

3..  The  lord  is  uy  shepherd. 

9»  Every  root  is  shaken/  By  the  cry  of  dying  trees. 

lOe  Fish  in  the  water  gleam/  By  silver  reeds  in.  a silver 
stream. 

11.  Sl^swly,  silently,  novr  the  moon/  Walks  the  night  in  her 
silver  sheen. 

12.  Proud  words  wear  long  boots,  hard  boots. 

13.  Scatter  the  milky  dust  of  stars* 
lh»  The  moon  was  a ghostly  galleon. 

1^.  Come  see  the  north  winds  masonry. 

16.  I am  the  captain  of  my  soiil. 


1.. 

3.. 

5.. 

7. 


9. 


10.^ 

11,^ 

12.^ 

13'*, 

llu, 

15*. 

16.. 


Review  Exerclsei  All  of  the  following  questions  refer  to  the  atwe 
lines  of  poetry,.  Write  your  answers  on  the  space  provided  ^ter  each 
question. 

1.  In  line  1,  what  two  things  are  being  congjared?  ' 

2.  In  line  3^  how  fast  is  the  ship  moving? 


3.  In  line  kt  what  does  the  poet  mean  when  he  speaks  of  oprin^  as 
coning  home?  ' 


In  line  6,  what  color  stands  out  in  the  inmge? 


In  line  7,  what  two  things  are  being  compared? 

6.  In  line  8,  why  is  the  Lord  referred  to  as  a shepifierd? 


7*  In  line  10^  what  two  things  are  being  conq>ared? 


8.  In.  line  11,  how  does  the  moon  walk  in  ’’silver  shtiien”  ? 

■ ■■  , . ■■■■■  ■■■II  iiiiiiipwm  ■niM.i  II  HI  inif. 


9»  In  line  12,  irhat  happens  to  proud  (angry,  haughty,  soornfi?!,  etc.) 
words  once  they  are  spoken? 


10.  In  line  16,  explain  in  what  way  this  is  a comparison.  That  is,  what 
two  things  are  being  compared,  and  what  is  the  relativwship  between 
. the  two  things? ■ 


Review  Exercise:  Convert  the  following  poem  (or  its  Risking)  into 

prose.  Write  as  much  as  you  like,  but  do  not  simply  repeat  the 
lines  of  the  poem.  Write  on  this  paper, 

Wight  Clouds 

The  white  mares  of  the  moon  rush  along  the  sIqt 
Beating  their  golden  hoofs  upon  the  glass  Heavens 5 
The  white  mares  of  the  moon  are  all  standing  on  their 
hind  legs 

Pawing  at  the  green  doors  of  the  distant  Heavens 
F3y,  mares! 

(A  mare  is  a swift  horse,} 


~11~ 


8. 


Review  Exercise:  Each  quotation  below  contains  a metaphor,  a simile, 

Sf  ®ach  line.  If  it  contains  a metaphor  write 

!ti+^  ® siinile,  write  S;  and  if  it  contains  personification, 

write  r.  m the  answers  on  the  space  to  the  right. 

1.  Freedom,  is  a habit  and  a coat  worn.  2.. 

2.  People  clean  as  the  prayers  of  Jesus.  2. 

3«  The  fog  comes  on  little  cat  feet.  2 <• 

The  moon  is  a lovely  lady. 

5.  The  letters  squirmed  like  little  snakes.  5. 

6.  The  sea  creeps  to  pillage.  5, 

7«  We  whisper  toother.. as  wind  in  dry  grass. 

8.  I heard  the  trailing  garments  of  the  night 
Sweep  through  her  marble  halls. 

9.  At  last  she  came  to  his  hermitage 
Like  the  bird  from  the  woodlands  to  the  cage. 

10.  The  soul  selects  her  own  society. 

11.  Here  the  embattled  f aiders  stood 
And  fired  the  shot  heard  round  the  world. 

12.  But  the  sea,  the  sea  in  the  darkness  calls. 

13.  The  old  moon  is  tarnished. 

II4.  Sleep  that  knits  up  the  raveled  sleeve  of  care. 

15  • The  worlds  revolve  like  ancient  women 
Gathering  fuel  in  vacant  lots. 

16.  Take  arms  against  a sea  of  troubles. 

17.  When  the  evening  is  spread  out  against  the  sky 
Like  a patient  etherized  ipon  a table. 

18.  And,  in  the  powerhouse,  the  singing  dynamos 
Make  no  more  noise  than  cotton. 

19*  No  man  is  an  island,  entitle  of  Itself. 


10. 
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Review  ^ercise:  The  following  questions  are  based  on  tJie  above 
lines  of  poetry. 

1.  In  line  2,  how  clean  are  the  people  referred  to? 

2.  In  line  3^  what  two  things  are  being  con^ared? 

3.  In  line  6,  to  what  is  the  sea  being  qoiT^jared? 

**■  is  suggested  the  ilnking  of  such  different 

5.  In  line  10,  what  qualities  laf  the  soul  are  suggested? 


6.  In  line  13,  what  is  the  moon  »s  coloop? 


Svi«!  describe  the  kind  of  »an  who  could  follow  such 


3.  In  line  18,  describe  the  scene  depicted  ly  the  image? 


teuth?"  this  thought  is  considered  a -universal 


WIT  V - Limunj  mECTioNS 

Exercises  Circle  the  letter  of  the  right  answer  to  each  question,  after 
reading  the  poem. 

THE  MAN  HE  KILLED 

I Had  he  and  I but  met 
By  some  old  ancient  ixm, 

3 ¥e  should  have  set  us  down  to  wet 

Hight  many  a nipperkin! 

5 But  ranged  as  infantry 

And  staring  face  to  face, 

7 I shot  at  him  as  he  at  me 

And  killed  him  in  his  place. 

9 I shot  him  dead  because— 

Because  he  iras  2i^y  foe, 

II  Just  SOS  foe  of  course  he  wasj 

That*s  clear  enough^  although 

13  He  thought  he’d  ’list  perhaps 

Off-hand-like  — just  as  I — 
l5  IJas  out  of  work  — had  sold  his  traps  — 

No  other  reason  why. 

U Yes}  quaint  and  curious  war  is! 

You  shoot  a fellow  dom 

10  You’d  treat  if  met  where  any  bar  is. 

Or  help  to  half  a crown. 

(by  Thomas  Hardy  , I8I4O-I928) 


1.  Lilies  3 and  U mean 

a.  have  a drink  together 

b.  have  a few  drinks  together 

c.  to  brew  ale  or  beer 

d.  none  of  the  above  choices 

2.  The  word  ’’because”  is  used  twice  in  a row  (lines  9 and  lO), 

shows  that  the  speaker 

a.  had  poor  grammar 

b.  was  wounded  and  found  it  difficult  to  speak 

c.  was  unsure  of  the  real  rear;on  he  killed  the  man 

d.  was  trying  to  delay  so  he  might  conceal  the  truth 

3.  Lines  20  means 

a.  lend  him  some  money 

b.  borrow  some  money  for  him 

c.  aid  him  in  stealing  jewels 

d.  help  him  steal  liioney 


i|..  Tlie  speaker  killed  the  man  because 

a.  he  had  a long  standing  grudge  against  him 

b.  he  liked  war  and  killing 

c.  he  was  coir^jelled  to  kill  him  because  of  circumstances 

d.  the  poem  does  not  say  why  he  killed  him 

5.  1i'?hy  does  the  speaker  repeat  to  himself  Ms  “clear”  reason  for 
killing  a man? 

a.  he  was  wounded  and  stammered  when  he  spoke 

b.  to  convince  the  reader 

c.  to  convince  himself 

d.  to  be  sure  he  ”v?as  heard 

6.  The  poet  implies  that  the  two  foes 

a.  were  completely  different 

b.  had  a lot  in  common 

c • were  distant  relatives 
d.  none  of  the  above  choices 

7.  The  man  he  killed  was 

a.  lieavily  armed 

b.  unarir^d 

c.  taken  by  surprise 

d.  shooting  at  him  simultaneously 

8.  The  speaker  in  the  poem  is  a 

a.  soldier 

b.  trapped 

c.  killer 

d.  unerrployed 

9*  The  speaker 

a.  an  angry,  cold  person 

b.  a friendly,  kind  person 

c.  indifferent  to  his  surroundings 

d.  a deliberately  cruel  person 

10.  The  speaker  had 

a.  never  killed  a man  before 

b.  Icilled  many  men  before 

c.  the  poem  doesn'  indicate 

11.  The  purpose  of  tMs  po$m  is 

a.  to  present  a picture  of  what  war  is  like 

b.  to  make  us  realize  the  irrational  quality  of  war 

c.  to  show  that  killing  is  mogical 

d.  to  relate  the  esqjerience  of  what  it  feels  like  to  kill 

12.  The  speaker  in  the  poem  got  his  ”^ob”  (see  question  8) 

a.  after  great  deli&rat ion 

b.  qMte  'y  accident 

c.  against  his  will 

d.  due  to  circumstances 

'-Ik-- 


THE  KING  JAllES  BIBLE 
THE  IDEAL  IJIFE 


\Iho  can  find  a virtuous  woman?  For  her  price  is  far  above 
rubies.  The  heart  of  her  husband  doth  safely  trust  in  her,  so  that 
he  shall  have  no  need  of  spoil.  She  will  do  him  good  and  not  evil 
all  the  days  of  her  life.  She  seeketh  wool,  and  flax,  and  worketh 
willingly  with  her  hands.  She  is  like  the  merchants®  ships 5 She 
bringeth  her  food  from  afar.  She  riseth  also  while  it  is  yet  night, 
and  giveth  meat  to  her  household,  and  a portion  to  her  maidens.  She 
considereth  a field,  and  buyeth  it 5 with  the  fruit  of  her  hands  she 
planteth  a vineyard.  She  girdeth  her  loins  with  strength,  and 
strengtheneth  her  arms.  She  perceiveth  that  her  merchandise  is 
good;  her  candle  goeth  not  out  by  night.  She  layeth  her  hands  to 
the  spindle,  and  her  hand  to  the  distaff.  She  stretcheth  out  her 
hand  to  the  poor;  yea,  she  reacheth  forth  her  hands  to  the  needy. 

She  is  not  afraid  of  the  snoif  for  her  household,  for  all  her  household 
are  clothed  with  scarlet.  She  maketh  herself  coverings  of  tapestry; 
her  clothing  is  silk  and  purple.  Her  husband  is  knovm  in  the  gates, 
when  he  sitteth  among  the  elders  of  the  land.  She  maketh  fine  linen, 
and  selleth  it;  and  delivereth  girdles  unto  the  merchant.  Strength 
and  honor  are  her  clothing,  and  she  shall  rejoice  in  time  to  come. 

She  openeth  her  mouth  with  wisdom,  and  her  tongue  is  the  law  of 
kindness.  She  looketh  well  to  the  ways  of  her  household,  and  eateth 
not  the  bread  of  idleness.  Her  children  arise  up,  and  call  her 
blessed;  her  husband  also,  and  he  praiseth  her.  Harqr  daughters 
have  done  virtuously,  but  thou  excelD.est  them  all.  Favor  is 
deceitful,  and  beauty  is  vain,  but  a woman  that  feareth  the  Lord, 
she  shall  be  praised.  Give  her  the  fruit  of  her  hands,  and  let  her 
o^m  works  praise  her  in  the  gates. 


(Proverb  31) 

1.  The  expression  *®She  is  like  the  merchants*  ships  is  a 

a)  simile 

b)  hyperbole 

c)  metaphor 

d)  personification 

2.  All  of  the  following  qualities  have  been  attributed  to  the 
woman  except 

a)  zealousness 

b)  generosity 

c)  parsimoniousness 

d)  wisdom 


3.  The  author  implies  that  such  a woman *s  husband 

a)  would  beome  a rich  merchant 

b)  is  a senator 

c)  need  turn  to  no  one  else 

d)  is  always  dressed  in  s':arlet 

1^0  The  expression  ”She  eateth  not  the  bread  of  idleness”  indicates 
she  is 

a)  etiose 

b)  indolent 

c)  industrious 

d)  frugel 


OZmiNDIAS 

I met  a traveler  from  an  antique  land 

¥ho  saids  T^^o  vast  and  trun.kless  legs  of  stone 

Stand  in  the  desert*  Near  them,  on  the  sand. 

Half  sunk,  a shattered  visage  lies,  whose  frown. 

And  winkled  lip,  and  sneer  of  cold  command. 

Tell  that  its  sculptor  well  those  passions  read 
Which  yet  sinrvive  (stamped  on  these  lifeless  things) 

The  hand  that  mocked  them  and  the  heart  that  fed; 

And  on  the  pedestal  these  words  appear: 
name  is  Ozymandias,  king  of  kings  5 
look  on  works,  ye  Mighty,  and  despair!” 

Nothing  bcsjdes  remains.  Round  the  decay 
Of  that  colossal  wreck,  boundless  and  bare 
The  lone  and  level  sands  stretch  far  away. 

Percy  Bysshe  Shelley  (1792-1822) 


1.  In  line  1,  antique  land  means 

a)  place  where  antiques  are  found 

b)  the  Middle  East,  near  the  ancient  city  of  Antioch 

c)  very  old  land 

2.  In  line  h,  shattered  visage  means 

a)  a broken  face 

b)  a broken  mirror 

c)  strange  looking  scenery 

3*  ti»unldess  lea-s  are 

a;  and  old  trunk,  abandoned 

b;  an  old  tree  trunk 

c)  legs  without  a body  attached 


it.  The  poem  dei3cribes 

a.  the  dead  body  of  a king 
b«  the  ruined  statue  of  a king 
c.  the  camp  of  a desert  king 

$,  Pedestal  refers  to 

a.  the  feet  of  a statue 

b.  the  base  of  a statue 

c.  the  high  place  of  the  king,  in  his  lifetime. 

6.  In  line  6,  passions  refers  to 

a.  love 

b.  passing  feelings 

c.  strong  human  emotions 

7.  The  poet  is  trying  to  tell  us  that 

a.  everyone  dies 

b.  earthly  poorer  finally  means  very  little 

c. even  a kjjig  must  die 

d.  no  civilization  can  last  in  the  desert 

8.  Ocymandias  seems  to  have  been 

a.  a friendly  luler. 

b.  a cruel  and  powerful  ruler 

c.  cannot  tell 

p.  His  character  is  shown  by 

a.  the  end  he  has  come  to 

b.  the  deserted  location  of  the  statue 

c.  the  e^qjression  the  sculptor  captured  in  the  stone 

m 

10.  The  mood  of  the  poem  is 

a.  light  and  gay 

b.  angry 

c.  bitter 

d.  somber  and  thoughtful 


ACQUAINTED  VnCTH  THE  NIGHT 


1 I have  been  one  acquainted  with  the  night. 


I have  walked  out  in  rain— and  back  in  rain. 


I have  looked  down  the  aaddest  city  lane. 

I have  passed  by  the  watchman  on  his  beat 
And  dropped  my  eyes,  unwilling  to  explain. 


V/hen  far  away  an  interrupted  cry 
Came  over  houses  from  another  street. 

But  not  to /Call  me  back  or  say  goodbye^ 


11  And  further  still  at  an  earthly  height, 
One  liminary  clock  against  the  sky 


^have  been  one  acquainted  with  the  night, 
io  The  poem  appears  to  be  a 


a.  sonnet 

b.  couplet 

c.  iarflbic  pentameter 


2.  The  rhyme  scheme  is 


a.  aba  aba  cdc  cdc  ee 

b.  aba  bcb  cdc  ded  ee 
c . aab  bbc  ccd  dde  ee 
d . none  of  the  above 


on  a slyscraptii’ 

c.  the  moon 

d.  none  of  these 


The  mood  of  the  poem  is 

a.  angiy 

b.  lonely  and  sad 

c.  cheerful 

d.  cannot  tell 


7 I have  stood  still  and  stopped  the  sound  of  feet 


13  Pr^lairaed  the  time  was  neither  wrong  nor  right 


3.  The  '‘luminary  clock  in  line 


12  most  probably  is 


The  writer  seems  to  be  a 

a.  thoughtful  and  solitary  person 

b.  one  who  likes  coir^any 

c.  cannot  tell  from  the  selection 

The  repetition  of  the  many  lines  which  begin  with  the  words 
”I  have”  shows  a way  of  creating  rhythm  through 

a.  alliteration 

b.  metaphor 

c.  parallel  construction 


POEM  - W0RDSI/70RTH 


The  world  is  too  much  with  us;  late  and  soon. 
Getting  and  spending,  we  lay  waste  our  powers? 
Little  we  see  in  Nature  that  is  ouTvC; 

We  have  given  our  hearts  away,  a sordid  boon! 
This  Sea  that  bares  her  bosom  to  the  moon; 

The  winds  that  will  be  howling  at  all  hours. 
And  are  up-gathered  now  like  sleeping  flowers; 
For  this,  for  everything,  m'  are  out  of  tune; 
It  moves  us  not,  - Great  God!  I’d  rather  be 
A Pagan  suckled  in  a creed  outworn; 

So  might  I,  standing  on  this  pleasant  lea. 

Have  glimpses  that  would  malce  me  less  forlorn; 
Have  sight  of  Proteus  rising  from  the  sea; 

Or  hear  old  Triton  blow  his  wreathed  horn. 


Wordsworth, (1770-18^0) 


Appi'oaching  the  Poem: 

1«  The  theme  of  the  poem  is  most  nearly 

a)  human  love,  friendship,  romance 

b)  man*s  spirit,  religion,  beauty 

c)  patriotism,  war,  peace 
2.  The  form  used  is 

a)  the  Ballad 

b)  the  Petrarchan,  or  Italian  Sonnet  form 

c)  the  Ode 

3»  Pure  statement  of  the  theme  may  be  found 

a)  in  the  octet 

b)  in  the  sestet 

0}  nowehere  in  the  poem 

h'>  An  exan^le  of  pure  statement  in  the  poem  would  be  the  line 

a)  "This  Sea  that  bares  her  bosom-  to  the  moon" 

b)  "Or  hear  old  Triton  blow  his  wreathed  horn," 

c)  "Getting  and  spending,  we  lay  waste  oiir  powers:" 

An  exangale  of  evocative  poetiy  would  be  in  the  line 

a)  "For  this,  for  everything,  we  are  out  of  tune^" 

b)  "The  winds  that  will  be  howling  at  all  hours," 

c)  **VJe  have  given  out  hearts  away,  a sordid  boon  I" 

In  line  nine,  the  exclamation  "Great  God!"  escpresses 

a)  reverence  and  adoration 

b)  awe  and  surprise 

c)  indignation 

7 » Line  5,?  "This  Sea  that  bares  her  bosom  to  the  moon," 
exenplifies 

a)  onomatopoeia 

b)  metaphor 

c ) personification 

The  names  Proteus  and  Triton  are 

a)  classical  allusions 

b)  nautical  terminology 

c)  theological  references 

The  reader  might  infer  Wordsworth »s  attitude  to  be 

a)  ponpous  and  insincere 

b)  sentimental  and  humorous 

c)  serious  and  sincere 

3.0,  Wordsworth »s  vocabulary  is  generally 

a)  highly  technical  and  conplex 

b)  sinple  with  ornamental  touches 

c)  symbolic  and  mystical 

«21- 


VTA3HINGT0N  IRVING 

Read  the  selection.  Circle  the  letter  in  front  of  the  best  answer . 

’•There  are  two  opposite  wa;7s  by  which  some  men  make  a 
figure  in  the  world j one,  by  talking  faster  than  they  think, 
and  the  other  by  holding  their  tongues  and  not  thinking  at  all. 
By  the  first,  many  a smatterer  accoutres  the  reputation  of  a man 
of  quick  partsi  by  the  other,  many  a dunderpate,  like  the  owl, 
the  stupidest  of  birds,  comes  to  be  considered  the  veiy  type  of 
wisdom.  '• 

From  ¥outer  Van  Twiller 
By  Washington  Irving 


1.  How  many  ways  are  mentioned  here  for  making  a figure  in  the  world? 

a.,  one;  b*  two;  c.  quite  a few;  d.  none. 

2.  The  ways  of  making  a figure  in  the  world  most  nearly  means 

a.  similar  b.  alike  c.  exactly  opposite  d.  quite  similar 


3.  Ifeking  a figure  in  the  world  most  nearly  means 

a.  carving  a statue  b.  making  a drawing 

C.  gaining  a reputation  d.  gaining  great  wealth 

I^.  Making  a figure  in  the  world,  as  discussed  here,  is  applied  to 

a.  everyone  b.  men  only  c.  many  men  d.  only  some  men 

5.  The  best  word  or  words  that  may  be  substituted  for  the  word  men 
in  line  one  and  still  retain  the  author  »s  meaning  xirould  be  ' 

a.  people  b.  young  men  c.  young  ladies 
d.  several  particular  people  the  author  has  in  mind 

6.  The  start  of  the  listing  of  the  ways  is  signaled  by 

a.  a comma  b.  a semi-colon  c.  the  word  and  d.  the  xrord  by 


7.  The  ways  mentioned  in  the  paragraph  have  to  do  with 

a.  thinking  b.  talking  c.  both  a ^2  b d.  birds 


3.  A smatterer  is 

a.  a thing  b.  a person 


c.  a bird 


d.  none  of  these 


P.  A man  of  quick  parts,  as  used 
a.  a fast  moving  person 
c.  a magician 


here,  means 
b.  an  athlete 
d.  a good  tliinker 


10.  By  the  other  refers  to 
a.  the  other  man 
c.  smatterer 


b.  the  other  way 
d.  the  xjorld 

(continued  next  page) 
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lie  A dtaiderpate  is 

a»  intelligent  bo  stupid  c.  halfway  between  a & b 

do  a Jnan  of  quick  parts 

12 o To  be  «ths  very  type  of  wisdom”  means  to  be 

a»  very  dull  b®  very  wise  c.  very  stupid 

do  very  quick 

13 « The  reason  that  the  dunderpate  is  con5>ared  to  an  owl  is 

So  the  owl  is  also  thought  to  ba  intelligent  although  it  is 
actually  very  stupid 

b.  the  owl  is  also  very  wise 

c.  the  owl  acts  and  looks  very  wise 

do  the  author  had  to  coirpare  a dunderpate  with  a bird 

llio  The  author  seems  to  be 

ao  expressing  a very  silly  idea 
bo  expressing  a humorous  idea  in  a serious  way 
Co  expressing  a serious  idea  in  a humorous  way 
do  not  expressing  any  idea  at  all 

IS-  The  smatterer  acquires  his  reputation  by 

a«  holding  his  tongue  bo  looking  as  wise  as  an  owl 
c.  talking  faster  than  he  thinks  d stalking  after  he  thinks 

16*  The  dunderpate  makes  a figure  in  the  world  by 

ao  thinking  silently  b,  imi.tatine  an  owl 

Co  talking  very  fast  do  saylig  nothing 

17 o The  author  seems  to  say 

a.  that  the  smatterer  is  not  as  bad  as  the  dunderpate 
bo  that  the  dunderpate  is  not  as  bad  as  the  smatterer 
Co  that  fche  two  are  equally  bad 
do  that  neither  is  bad  at  kll, 

18 o The  author 

ao  approves  of  these  waj-s  of  making  a figure  in  the  world 
bo  disapproves  of  these  ways 
Co  finds  these  ways  to  be  very  good 
do  doesn^t  know  any  dunderpateso 

IS*.  This  is  a good  exampl.e  of  a 

ao  parady  bo  satire  Co  burlesque  d«  alliteration 

20.  Judging  from  the  way  Irving  stated  this  idea,  he  is 

a.  very  much  annoyed  by  It 

b.  amused  it 

c.  going  to  do  something  about  it 

do  advocating  an  iiriraediate  improvement 

(continued  next  page) 
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21.  If  this  paragraph  is  a typical  example  of  l^ashington  Irving »s 
writing  style,  it  can  be  seen  that  bis  style  contains 

a.  many  short  sii»5)le  sentences  b,  many  sir?5;>le  words  easily 

grasped 

e.  many  involved  sentences  d.  a very  limited  vocabulary 

22.  Although  Irving  wrote  this  more  than  1^0  years  ago,  the  rnxiem 
reader  can  still  enjoy  it  because 

a.  it  is  a funny  story 

b.  it  can  be  applied  in  modern  times 

it  shcJi-TS  that  Irving  was  really  quite  stupid 
d.  the  language  is  eai^  to  understand 

23 • Some  of  the  humor  here  comes  from 

a.  sudden  surprises  b.  quick  changes  of  mood 

c.  a pompous  way  os  stating  the  idea  d.  a good  sudden  ending 


Read  the  following  poem.  Answer  the  questions  which  follow  by 
circling  the  letter  of  the  correct  answer. 

THE  LATEST  DECALOGUE  (Decalogue:  the  10  Commandments) 

Thou  siialt  have  on©  God  only;  who 
Would  be  at  the  expense  of  two? 

Ho  graven  images  may  be  worshipped. 

Worshipped,  except  the  currency?, 

Swear  not  at  allj  for,  for  tby  curse 
Thine  enemy  is  none  the  worse: 

At  church  on  Sunday  to  attend 

Will  serve  to  keep  the  world  thy  friend: 

Honour  tby  parents;  that  is,  all 
From  whom  advancement,  may  befall; 

Thou  Shalt  not  kill;  but  need*et  not  strive  (strive:  try  hard) 
Officiously  to  keep  alive:  (officious:  interfering) 

Do  not  adultery  commit; 

Advantage  rarely  comes  of  it: 

Thou  Shalt  not  steal;  an  enpty  feat  (feat:  effort) 

When  it*s  so  lucrative  to  cheats  (lucrative:  profitable) 

Bear  not  false  witness:  let  the  lie 
Have  time  on  its  own  wings  to  flj?: 

' (continued  next  page) 
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Thou  Shalt  not  covet,  but  tfaditioii  (covets  long  for) 

Approves  all  forms  of  competition ^ 


1.  Each  of  the  Stanzas  of  this  poem  is  a 

So  couplet  b.  quatrain  c,  metaphor  simile 

2.  In  stanza  two,  the  currency  refer  to 

a.  current  events  b,  today's  nows  c,  money  d.  current  or 

a river 

3.  Stanza  two  says  that 

Bo  it  is  right  to  worship  money 

bo  that  it  is  important  to  keep  up  to  date. 

c.  that  only  what  happens  today  is  in5>ortant. 

Stanza  three  says 

a.  it  is  all  right  to  curse  your  enemies. 

bo  that  you  might  as  well  not  curse  your  enemy,  since  ^t  doesn't 
effect  him  one  way  or  an, other. 

c.  that  swearing  is  bad. 

d.  that  swearing  is  a good  thing  generally. 

Stanza  four  indicates  that  it  is  in^ortsnt  to  go  to  church  on  Sunday 

a.  because  it  is  ii»5)ortant  to  maintain  your  i*cligion 

b.  because  it  impresses  others 

c.  because  it  makes  others  feel  better  when  you  are  thore. 

6o  Stanza  five  says  that  parents 

a.  mean  your  own  parents 

b.  means  anyone  older  than  you. 

c.  means  anyone  in  a position  to  help  you  get  ahead, 
do  are  not  in^ortant  anymore 

7o  Stanza  six  suggests  that 

a.  killing  is  bad  but  saving  lives  is  good 

b.  killing  is  bad,  but  rsaving  your*  omr.  life  is  good 

c.  killing  is  bad,  but  on  the  other  hand,  working  too  hard  to 
save  anyone's  life  is  rather  overdoing  things. 

d.  killing  is  not  a sin.  ' 

8a  The  last  stanza  Vuggests  that  , . 

a»  wishing  for  things  is  wrong 

b,  wishing,  for  things  may  be  twong,  but  if  you  get  them  through 
business  competition  you  can  accept  them,  sine®  tradition 
. all.ows  .this 

Qe  coy/5)®i/i'fcion  xs  a bad  'thing 

d.  tradition  does  not  perrdt  us  to  wish  for  c^thly  things. 


9*  The  poem  indicates 

a„  a serious  belief  in  the  tei:i  cor^nandments 

b.  a belief  that  the  ten  commandments  are  kept  for  other  reasons 
than  the  original  ones. 

c.  neither  of  the  above. 

10  V The  poem  seems  to  show  that 

a.  people  do  right  when  it  is  to  their  advantage 

b.  people  never  do  anything  as  the  Bible  ways  they  should. 

c.  pec^le  still  follow  the  Bible 

d.  none  of  the  above 

11.  The  author  is  using  one  of  the  following  to  make  his  point. 

a.  tragedy  b.  a sonnet  d.  satire  d.  a sim^e 

12.  If  your  answer  to  the  above  question  is  correct,  then  you  can 
conclude  that 

a>,  the  author  goes  along  with  the  new  commandments  he  is  outlining. 
b»  the  author  is  criticizing  people  who  seem  to  follow  tds  new 
commandments. 

G.  has  no  real  feeling  one  way  or  the  other  about  how 

peoplie  follow  the  ten  comm^dments  today. 

13.  Satire  in  modem  times  my  he  found  in  one  of  the  followings 

a,  TV  westerns  b.  radio  and  W newscasts 

c.  political  cartoons  in  newspapers  d«  in  tlie  gossip  columns 


S0»T  BI  EDM  ST.  TOCRMT  MTT.T.AY  ' 

Here  Is  a wotmd  that  neverwill  heal,  I know. 
Being  wrought  not  of  a dearness  and  a death. 
But  of  a lo^  e turned  ashes  and  the  breath 
Gone  out  of  beauty;  never  again  will  grow 
The  grass  on  that  scarred  acre,  though  I sow 
Young  seed  there  yearly  and  the  slky  bequeath 
Its  friendly  weather  down,  far  underneath 
Shall  be  much  bitterness  of  an  old  woe. 

That  April  should  be  shattered  by  a gust. 
That  August  should  be  levelled  by  a ruin, 

I can  endwe,  and  that  the  lifted  dust 
Of  man  should  settle  to  earth  again^ 

But  that  a dmam  can  die,  will  l-;e  a thrait 
Between  ray  ribs  forever  of  hot  pain. 


1*  The  ezpz^ssioin  *'the  breath  gone  out  of  beauty”  is  an  exanij)l8  of 

a}n(itaphor  b)  simile  c)  personification  d)  hyperbole 

2.  The  poets  "wound”  is  an  example  of 

a;  metaphor  b)  hyperbole  c)  simile  d)  personification 

3.  The  poet  implies  that  a "healing"  might  have  been  more  possible 

a;  had  she  been  more  faithful. 

b)  were  dreams  not  as  brittle 

c)  had  she  suffered  a tangible,  physical  love 

d)  had  love  turned  to  bitteiniess 

k»  The  poem*s  rhyme  scheme  is 
a;  abba,  abba,  cde,  cde 

b)  ab,  ab,  cd,  cd,  ef,  ef,  gg 

c)  abba,  abba,  cd,  cd,  cd 

d)  ab,  av,  cd,  de,  ef,  ef,  gg 

5*  The  poetess  cannot  endure 

a;  the  natural  chango  of  seasons  b)  human  mortality 
c)  unrequited  love  d)  emotional  mutability 

The  last  line  c&£A  not  be  given  better  as  "Of  hot  pain,  between  <!»> 

ribs  forever"  because 

a)  the  change  is  meanin^ess  b)  the  change  violates  the  lines 

meter  (beat) 

c)  the  change  distorts  the  sense  of  the  line. 

d)  the  chaiige  is  not  called  for 

7.  The  poem  is  an  exan^le  of 

a)  Shakespearean  sonnet  form  h)  Petrarcheaa  somiet  .form 

c)  Shakespearvean  sonixet  form  with  s^mall  changes 

d)  Petrarchean  sonnet  form  with  small  changes 


SONNET  ■ EDNA  ST.  VINCENT  FTT.t.&v 


Not  with  libations^  but  with  shouts  and  laughter 
We  drenched  the  altars  of  Love*s  sacred  grove# 
Shal^g  to  earth  green  fruits,  inpatient  after 
Tie  2.aunching  of  the  coloured  moths  of  liove 
Love*s  proper  myrtle  and  his  mother  »s  zone 
We  bound  about  our  irreligious  brows. 

And  fettered  him  with  garlands  of  our  own. 

And  spread  a banquet  in  his  frugal  house » 

Not  yet  the  god  has  spoken^  but  I fear 
Though  we  should  break  our  bodies  in  his  flame. 
And  pour  our  blood  ipon  his  altar,  here 
Henceforward  is  a grove  without  a name, 

A pasture  to  the  shaggy  goats  of  Pan, 

Whence  flee  forever  a woman  and  a man* 


Circle  the  letter  of  the  correct  answer » 

1.  The  first  quatrain  might  be  paraphrased 

A.  Patience  is  essential  for  genuine  relationship. 

B.  We  tried  to  induce  love  rather  than  to  await  its  growth 

patiently. 

C.  In  our  impatience  with  love,  we  destroyed  each  other. 

D.  Patiently  and  joyfully,  we  awaited  the  advent  of  love. 

2.  The  phrase  ”green  fruits*'  in  line  three  represents 

A.  anxiety  B.  immaturity  C,  hatered  D.  love 

3.  What  might  we  infer  from  line  nine,  "Not  yet  the  god  has  spoken"? 

A.  Prayer  is  ineffectual  B.  Joy  and  love  are  antithetical 
C.  Certain  love  is  irreligious  D.  Love  cannot  be  accelerated. 

U.  "The  shaggy  goats  of  Pan"  indicate  that  the  relationship  is  fixed  at 

A.  bestiality  B.  mutual  concern  C.  sexuality  D.  selflessness 

$.  The  poetess'  overall  attitude  'toward  her  experience  might  be  towned 
one  of 

A.  regret  B.  despondency  C.  indifference  D.  anxiety 

6.  The  rhyme  scheme  of  the  poem  is 

A.  ab,  ab,  cd,  cd,  ef,  ef,  gg  B.  abba,  abba,  cde,  cde 

G.  ab,  ab,  cd,  cd,  ee,  ff,  gg  D,  abba,  abba, ad,  bd,  cd,  gg 
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To  what  purpose,  April,  do  you  return  again?  X 

Beauty  is  not  enough. 

You  can  no  longer  quiet  me  with  the  redness  3 

Of  ■’dttle  leaves  opening  stickily. 

I know  what  I know.  $ 

The  sun  is  not  on  iny  neck  as  I observe 

The  spikes  of  the  crocus.  7 

The  smell  of  the  earth  is  good. 

It  is  apparent  that  there  is  no  death.  9 

But  what  does  that  signify? 

Not  only  underground  are  the  brains  of 
Eaton  by  maggots. 

Life  in  itself  , 13 

Is  nothing. 

An  en5>ty  cup,  a flight  of  imcarpeted  stairs.  JS 

It  is  not  enough  that  yearly,  down  this  hill, 

April  17 


Comes  like  an  idiot,  babbling  and  strewing  flowers. 


1.  V/hat  things  does  the  writer  name  which  evoke  the  feeling  of  sprin 


2.  Fnich  things  does  the  author  use  as  metaphors  to  describe  the  way 
she  really  feels  about  life? 


3.  The  overwheltning  tone  of  this  poem  is 

a.  anger  b.  disillusioment  c.  sadness  d.  bitteniess 

I4.  Lines  11  and  12  seem  to  say  that 

a.  all  men  must  die 

b.  mer  begli  to  die  before  death 

c.  living  men's  brains  are  as  decayed  as  those  of  dead  men 

3.  hliich  two  lines  make  the  author's  feelings  most  stiBiiiiixi^y  clearf 

a.  lines  3 b.  lines  11  & 12  c.  lines  17  18  d.  lines  $ ^ Sf 

6t>  The  image  in  lines  17  & I8  is  a figure  of  speech  known  as 

a.  a metaphor  b«  a simile  c.  a rhyme  scheme  d.  none  of  these 

7.  At  which  point  in  the  poem  does  the  mood  change? 

a,  between  lines  9 ^ 10  b.  between  lines  13  & Ilf 
c,  between  lines  6 <2c  7’  ^ 
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DOLOR 


I have  known  the  inexorable  sadness  of  pencils, 

their  boxes,  dolor  of  pad  and  paper-weight. 

All  the  misery  of  manila  folders  and  mucilage. 

Desolation  in  immaculate  public  places. 

Lonely  reception  room,  lavatory,  switchboard. 

The  unalterable  pathos  of  basin  and  pitcher. 

Ritual  of  multigraph,  paper-clip,  comma. 

Endless  duplication  of  lives  and  objects* 

Md  I have  seen  dust  from  the  walls  of  institutions, 
F^^than  flour,  alive,  more  dangerous  than  silica, 

^ft,  almost  invisible,  through  long  afternoons  of  tedium, 
wopping  a fine  film  on  nails  and  delicate  eyebrows. 
Glazing  the  pale  hair,  the  duplicate  gray  standard  faces. 


Gon^jrehension:  Underline  the  letter  of  the  correct  answer. 

1.  Most  of  the  objects  named  by  the  author  fall  into  a class  which 
tends  to  localize  e^erience,  ^ch  one  of  the  following  seems 
to  fall  outside  that  class?  s ^ 


A.  “inexorable  sadness  of  pencils” 

B.  “misery  of  manila  folders  and  mucilage” 

C.  'Lonely  reception  room,  lavato.ry,  switchboard” 

D.  “pathos  of  basin  and  pitcher” 

2.  In  line  7,  the  handling  of  “multigraph,  paperclip,  coma”  is 
called  a ritual  because 


. businessmen  attach  a high  religious  importance  to  such  things. 
r literal,  practical  meaning,  only  a symbolic  one 

n assume  a ceremonial  rigidity  of  pattern 

Do  it  is  accon^anied  with  traditional  formal  speeches,  seldom 
varied  to  fit  the  occasion 

3.  Kie  expression  which  c.ould  best  be  substituted  for  “immediate” 
in  line  4 is 

A.  crowded  B.  bare,  unfurnished  C*  untouched  D.  spotless 

1*.  The  p^ose  of  thi.s  poem, which  is  negatively  inplied  but  not  : 
stated,  may  be  identified  as 


A.  a protest  against  the  poverty  and  disagreeable  work  which  the 
au’uhor  suffered  in  his  youth 

B.  a plea  for  freedom,  spontaneity,  and  the  pursuit  of  hmaan 
rather  than  mechanical  ends* 

(continued  next  page) 


G,  a plea  for  better  working  conditions  in  business  and 
professional  offices 

D.  a protest  against  the  cynicism  and  t^ocriay  of  commercial 
motives 

5*  The  Uvse  of  the  first  person  point  of  viev  gives  the  reader  a 
heightened  sense  that  he  shares  the  author’s 

A,  exaggeration  and  prejudice 

B,  authority  and  credibility 

C,  personality  and  peculiarity 

D*  identification  and  involvement 


DOVER  BEACH 


Itotthew  Arnold 

I The  sea  is  calm  tonight. 

The  tide  is  full,  the  moon  lies  fair 

3 I^on  the  straits on  the  French  coastthe  light  (straits  narrow 

Gleams  and  is  gonej  the  cliffs  of  England  stand  between  two 

5 Glimmering  and  vast,  out  in  the  tranquil  bay.  stretches  of  land) 

Come  to  the  window,  sweet  is  the  night- air! 

7 Only,  from  the  long  line  of  spray 

Where  the  sea  meets  the  moon-bleached  land, 

9 Listen!  you  hear  the  grating  roar 

Of  pebbles  which  the  waves  draw  back,  and  fling, 

II  At  their  return,  iq)  the  high  strand. 

Begin,  and  cease,  and  then  again  begin, 

13  With  tremulous  cadence  slow,  and  bring  (cadences  rhythm) 

The  eternal  note  of  sadness  in. 

1$  Sophocles  long  ago  (Sophocles s Greek  playwright) 

Heard  it  on  the  Aegaean,  and  it  brought  jAegaeans  ocean  off  Greece) 
17  Into  his  mind  the  turbid  ebb  and  flow  (turbid s muddy  & agitated) 

Of  human  misery^  we 

19  Find  also  in  the  sound  a thought. 

Hearing  it  by  this  distant  northern  sea. 

21  The  Sea  of  Faith 

Was  once  too,  at  the  full,  and  round  earth* s shore 
23  Lay  like  the  folds  of  a bright  girdle  furled. 

But  now  I only  hear 

25  Its  melancholy,  long,  withdrawing  roar. 

Retreating,  to  the  breath 

27  Of  the  night-wind,  down  the  vast  edges  drear 
And  naked  shingles  of  the  world. 

29  Ah,  love,  let  us  be  true 

To  one  another!  for  the  world,  which  seems 
31  To  lie  before  us  like  a land  of  dreams. 

So  various,  so  beautiful,  so  new 
33  Hath  reaUy  neither  joy,  nor  love,  nor  light. 

No  certitude,  nor  peace ^ nor  help  for  painj 
35  And  we  are  here  as  on  a darkling  plain 

Swept  with  confused  alarms  of  stmggle  and  flight, 

37  Where  ignorant  armies  clash  ly  night. 
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1.  tremuloas  in  line  13  most  probably  means 

aT  earthshaking 
bo  timid 

c.  quivering  and  shaking 

d.  none  of  these 

2.  strand  in  line  11  most  probably  means 

a.  string 

b.  mountains 
Co  shore 

do  desert 

e.  none  of  these 

3«  The  Sea  of  Faith  in  line  21  most  probably  means 

a.  an  ocean  near  England 

b.  belief  or  religion 

c.  neither  of  these 

it.  The  Sea  of  Faith  is  an  example  of 

a.  a"*si^le 

b.  a metaphor 

c.  parallel  construction 
d o alliteration 

various  in  line  32  most  probably  means 

a.  confused 

b.  different 

c.  full  of  variety 

d.  vicious 

6.  certitude  in  line  3h  most  probably  means 

a.  desire 

b.  certainty 

c.  uncertainty 

d.  certification 

7.  _^arms  in  line  37  most  probably  means 

a.  something  to  wake  up  the  reader 

b.  fears 

c.  warnings 

8.  The  mood  of  the  first  stanza  is  mostly 

a.  angry  and  sad 

b.  thoughtful  and  happy 

c.  gay  and  cheerful 


The  mood  begins  to  change  on  line 

a.  15 

b.  10 

c.  m 

d.  11 

e.  none  of  these 

10.  Sophocles,  the  ancient  Greek  writer  is  most  probably  brought  in 

as  is  the  Aegaean  Sea,  to  ^ 

a.  show  what  the  writer  knows  about  ancient  culture  and 
history 

b.  rem^d  the  reader  that  life  doesn’t  change  much 

c.  indicate  the  conditions  of  human  life  the  writer  speaks  of 
were  also  knoim  to  Sophocles 

d.  to  refer  the  reader  to  Sophocles  witlng  to  confirm  his 
opinion 

11.  The  third  stanza  shows  that  the  writer  believes 

a.  faith  and  belief  are  stronger  than  ever  and  helpin<^  the 
world 

b.  faith  and  belief  have  been  lost,  leaving  the  world  desolate 
and  lonely 

c.  faith  and  belief  are  not  important  to  the  modern  world. 

d.  faith  and  belief  must  be  renewed  to  help  manlcind 

12.  The  author  refers  to  "love”  in  the  last  stanza.  He  is  speaking 

a.  to  the  reader 

b.  of  the  emotion  of  love 

c.  to  the  person  he  loves 

13.  The  author's  main  idea  in  the  poem  is 

a.  that  in  a world  without  love,  faith  is  necessary 

b.  that  in  a world  without  love,  we  must  turn  t<o  one 
another 

c.  that  love  and  faith  are  meaningless  ideas 

d.  that  love  and  faith  are  the  same  thing 

e.  none  of  the  above 

li-i.  The  predominant  mood  of  tliis  poem  is 

a.  sarcastic  and  bitter 

b.  pleasant  but  thoughtful 

c.  reflective  and  sad 

d.  resentful  and  unhappy 


“34" 


LESSON  ON  SOLILOQUY 


Read  the  passage  and  circle  the  letter  of  the  right  answer  to  each 
question  which  follows  the  selection.  Base  your  answers  on  the 
selection. 

A large  number  of  Shakespeare *s  soliloquies  must  be  considered  as 
representing  thought^  not  speech.  They  are  to  make  the  audience 
understand  what  is  passing  through  the  mind  of  the  character,  not 
what,  under  the  circumstances,  he  would  have  said  aloud.  A 
maiden  would  not  say  aloud  Juliet *s  speech,  ’’Gallop  apace,  you 
fiery  footed  steeds,”  which  represents  the  secret  passion  of  her 
body  and  soul.  And  her  soliloquy  when  she  takes  the  drug  is  also 
a representation  of  her  thoughts;  it  was  not  spoken  in  reality. 
The  dramatist  is  compelled  to  put  it  into  words  and  the  actress 
to  speak  it — but  to  add  to  it  gesture  or  great  changes  in  the 
voice  or  outward  show  is  to  mistake  altogether  the  idea  of  the 
dramatist. 


1.  A modern  espression  wliich  might  define  a soliloquy  is 

a.  ^thoughts  without  words.” 

b.  fspeechless  with  confusion.” 

c.  ’’all  talk  and  no  action.” 

d.  ’’thinking  out  loud.” 

e.  none  of  the  above. 

2.  In  a written  story,  a section  of  the  story  comparable  to  a 
soliloquy  might  be  introduced  by  the  following  words: 

a.  ”He  said,”oo.” 

b.  ’’He  walked  quietly  toward  her  and  spoke  softly...” 

c.  ”He  smiled  and  waved  at  her.” 

d.  ”He  thought,  ”o..” 

3o  The  title  which  best  expresses  the  ideas  of  this  passage  is: 

a.  gestures  and  changes  in  the  voice. 
b«  the  difficulties  of  Shakespearean  actors 
c.  Hlsunderstanding  the  Shakespearean  play 
do  Revealing  thought  through  the  soliloquy 

e.  Unfolding  the  plot  through  the  soliloquy 


U.  The  writer  assmes 


a.  actors  have  used  poor  enunciation 

b.  Romeo  and  Juliet  is  the  most  popular  play  by  Shakespeare* 

c.  his  writers  are  familiar  with  Shakespeare’s  play 
d*  Shakespeare  is  only  for  ’’h'.ighbroi'Ts . ” 

5.  Fnich  statement  can  be  made  on  the  basis  of  the  passage? 

a.  The  role  of  Juliet  is  more  difficult  than  other  roles. 

b.  The  role  of  Juliet  is  only  one  exan^le  of  the  point  made. 

c.  Audiences  have  no  feeling  for  characterization. 

d.  Shakespeare  was  an  incompetent  dramatist  in  many  respects. 

e.  There  are  too  many  soliloquies  in  Shakespeare’s  plays. 
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Eead  this  excerpt  from  Shakespeare  * s play,  Hamlet  a very  carefully. 
Read  the  definitions  of  unusual  words  at  the  right,  as  you  read. 
Read  it  again  and  then  answer  the  questions.  Circle  the  letter  of 
the  best  answer  to  each  question. 


HAmT»S  SOLILOQUY 


1 To  be,  or  not  to  bej  that  is  the  question. 

Whether  'tis  nobler  in  the  mind  to  suffer 
3 The  swings  and  arrows  of  outrageous  fortune. 

Or  to  take  arms  against  a sea  of  troubles, 

5 And  by  opposing  end  them.  To  die;  to  sleepy 

No  mores  and  by  a sleep  to  say  we  end 
7 The  heart- ache  and  the  thousand  natural  shocks 

That  flesh  is  heir  to.  *Tis  a consummation(consummations 
9 Devoutly  to  be  wished.  To  die;  to  sleep;--  conclusion) 

To  sleep?  Perchance  to  dream!  Ay,  there *s  the  rub;  (perchance: 

For  in  that  sleep  of  death  what  dreams  may  come,  perhaps) 

When  we  have  shuffl'd  off  this  mortal  coil  (mortal  coil; 

13  Must  give  us  pause.  There's  the  respect  human  troubles) 

That  makes  calamity  of  so  long  a life. 

15  For  who  would  bear  the  ships  and  scorns  of  time. 

The  oppressor's  wrong,  the  proud  man's  contumely,  (contumely: 

17  The  pangs  of  dispriz'd  love,  the  new  law's  delay,  contempt) 

The  insolence  of  office,  and  the  spurns 
19  That  patient  merit  of  the  unworthy  takes, 

li'Jhen  he  himself  might  his  quietus  make  (quietus:  settlement) 

21  With  a bare  bodkin?  li/ho  would  fardels  bear,  (bare  bodkin: dagger) 

To  grunt  and  sweat  under  a weary  life.  (fardels:  burdens)’ 

23  But  that  the  dread  of  something  after  death. 

The  undiscover'd  countiy  from  whose  bourn 
25  No  traveller  returns,  puzzles  the  will 

And  makes  us  rather  bear  those  ills  we  have 
27  Than  fly  to  others  that  we  know  not  of? 

Thus  conscience  does  make  cowards  of  us  all;  (consciences 
29  And  thus  the  native  hue  of  resolution  thought) 

Is  sicklied  o'er  with  the  pale  cast  of  thought,  (native  hues 
31  And  enterprises  of  great  pith  and  moment  natural  color) 

With  this  regard  their  currents  turn  awry,  (awry:  twisted  and 
33  And  lose  the  name  of  action.  confused) 


1.  A Soliloquy  is  a part  of  a play  in  which  the  character 

a.  in  talking  to  another  <ch#wrActer' 

b.  is  thinkirgout  loud 

c.  is  not  speaking  at  all 

d.  none  of  the  above 

2*  Reread  lines  1-5  (to  the  period these  lines  Jfenilet  is  trying 
to  decide 

a.  what  he  should  be  in  later  life 

b.  whether  he  should  tolerate  the  pain  of  life  or  kill  himself 

c.  what  sort  of  action  to  tal^e 

d.  none  of  the  above 

3»  Reread  lines  5 (middle)  to  9*  In  these  lines  Hamlet  speaks  of 

a.  taking  a long  rest 

b.  suicide 

c.  leading  a quiet  life 

k*  Rearead  lines  In  these  lines  Kaflilet  describes  suicide 

a.  as  rest.ful,  like  sleep 

b.  as  a temlfying  thing 

c.  as  en  <»tive  direct  way  to  behave  in  trouble 

d.  none  of  the  above 

5.  Reread  lines  10-15 • In  these  lines  Harulct  thinks  of 

a.  the  beautiful  dreams  of  death 

b.  the  possible  dreams,  more  terrifying  than  any  nightmare, 
in  death *s  sleep. 

c.  the  possibility  of  a beautiful  life  after  death. 

6.  Reread  lines  13  (middle)  to  line  21  (middle).  In  these  lines 
are  described 

a.  some  of  the  difficulties  of  life 

b.  some  of  the  terrors  of  death 

c.  some  of  the  problems  Hamlet  has  encountered  in  his  cnm 
life 


7.  In  reference  to  these  things  (mentioned  in  lines  13-21)  Hamlet 
questions 

a.  Whj»-  anyone  would  stand  for  them  when  death  is  so  easy  a 
way  out 

b.  why  he  has  troubles  no  one  else  has 

c.  why  he  can*t  handle  his  own  problems. 

8.  Heread  lines  21  (middle)  to  line  27.  In  these  lines  Hamlet 


V*  terrors  are  better  than  possible  unknown  ones. 

D.  that  life  and  death  are  equally  terrible 

c.  that  death  is  preferable  to  life 

9*  Reread  lines  26  to  33.  In  these  lines  Harnlet  thinks  of 

b. 

c • 

d. 

10.  Hamlet  seems  to  be 


how  his  gloorny  thoughts  and  fears  of  worse  trouble  has 
made  him  hesitate  instead  of  act  to  kill  himself. 
hm  men  in  general  allow  their  fearful  thoughts  to  turn 
them  from  what  they  planned,  (of  which  his  hesitation 
about  suicide  is  an  example). 

being  alive  to  think  is  better  than  dyinr. 
the  wrong  he  would  do  by  killing  himself. 


a.  a decided  and  resolute  person 

"tbe  issues  and 

thus  hesitates 

c.  a thoughtless,  .iii^julsive  person 

d.  none  of  the  above 

11.  This  soliloquy 


a. 

b. 


c. 


has  no  meaning  unless  the  rest  of 
speaks  of  a hum^jn  dilemma  which  -i 
today 


the  play  is  Imown 
s still  meaningful 


has  meaning  for  the  past,  but  no  meaning  for  today. 


UNIT  VI 


ADDITION^'g.  POETRY  35LC0TIQNS 


AUDRE.SS  OF  RUTH  TO  NAOMI 
(Book  of  Ruth,‘Ch.l,  I6-I7) 


And  Ruth  said: 

”Intren.t  ne  not  to  leave  thee. 

Or  to  return  from  following  after  thee 
For  whitlier  thou  goest,  I will  go. 

And  where  thou  lodgest,  I will  lodge. 
Thy  pec^le  shall  be  n^jr  people. 

And  they  God  my  God. 

VJhere  thou  diest,  will  I die. 

And  there  will  I ho  buried. 

The  Lord  do  so  to  me,  and  more  also. 

If  ought  but  death  paa’t  th«r  and  me,’* 


The  BIBIF. 


PSALM  TWENTT-THREE 


The  Lord  is  ny  shepherd^  I shall  not  wanto 
He  maketh  me  to  lie  down  in  green  pastures^ 

He  leadeth  me  beside  the  still  waters* 

He  restoTvBth  racr  souJ.j 

Ife  leadeth  me  in  the  paths  of  righteousness  for  his  name*s  sake* 
Xefii,  though  I walk  through  the  valley  of  the  shadow  of  deaths 
I will  fear  no  evils  for  thou  art  with 
Thy  rod  and  thy  staff  they  comfort  me. 

Thou  preparest  a table  before  me  in  the  presence  of  mine  enemies: 
Thou  anointest  my  head  with  oilj  my  cup  runneth  over* 

Surely  goodness  and  mercy  shall  follow  me  all  the  days  of  ray  life. 
And  I will  dwell  in  the  house  of  the  Lord  forever* 

The  BIBLE 


CHARITX 

Thou^  I speak  with  the  tongues  of  men  and  of  angels  and  have 
not  charity,  I am  become  as  sounding  brass  or  a tinkling  cymbal* 

And  though  I have  the  gift  of  prophecy,  and  understand  all  raysterie 
md  all  knowledge;  and  though  I have  all  faith,  so  that  I could 
remove  mountains,  and  have  not  charity,  I am  nothing*  And  though 
I bestow  all  ray  goods  to  feed  the  poor,  and  though  I give  ijy  body 
to  be  burned,  and  have  not  charity,  it  profiteth  me  nothing* 

Charity  suffereth  long  and  is  kind;  charity  envieth  not; 
charity  vanntet’i  not  itself,  is  not  puffed  up;  doth  not  behave 
itself  unseemly,  seeketh  not  her  cwn,  is  not  easily  provoked, 
tlxinketh  lio  evil,  rejoiceth  not  in  iniquity,  but  rejoiceth  in 
the  truth;  beareth  all  things,  believbth  all  things,  hopeth  all 
things,  endureth  all  things*  Charity  never  faileth;  but  whether 
there  be  prophecies,  they  shall  fail;  whether  there  be  tongues, 
they  shall  cease;  whether  there  shall  be  knowledge,  it  shall 
vanish  away*  For  we  know  in  part,  and  we  prophesy  in  part. 

But  when  that  which  is  perfect  is  come,  then  that  which  is 
in  part  shall  be  done  away*  When  I was  a child,  I spake  as  a 
child,  I understood  as  a child,  I thought  as  a child;  but  when 
I became  a man  I put  away  childish  things*  For  now  we  see  through 
$ g^ass  darkly , but  then  face  to  face;  how  I .know  in  paz*t,  but 
then  shall  I knew  even  as  also  I aita  knotnie 

And  now  abideth  faith,  hope,  charity,  these  three;  but  the 
greatest  of  these  is  charity* 

I Corinthians  13 
The  BIBLE 


SOI^T  XJCIX 


When,  in  disgrace  with  Fortwie  and  men*s  eyes, 

I all  alone  beweep  ray  outcast  state, 

And  trouble  deaf  heaven  with  ray  bootless  cries, 

And  look  upon  rayself,  and  curse  ray  fate. 

Wishing  me  like  to  one  more  rich  in  hope. 

Featured  like  him , like  him  with  friend  possest. 
Desiring  this  man’s  art  and  that  man’s  scope. 

With  what  I most  enjoy  contented  least. 

Yet  in  these  thoughts  rayself  almost  despising — 
Haply  I think  on  thee:  and  then  my  state. 

Like  to  the  Lark  at  break  of  day  arising 
From  sullen  earth,  sings  hymns  at  Heaven’s  gate 5 
For  thy  sxjeet  love  rememb’red  such  wealth  brings 
That  then  I scorn  to  change  ray  state  with  Kings. 


Wm,  Shalcespeare 


SONNET  GXVI 


Let  me  not  to  the  marriage  of  true  minds 
Admit  impediments.  Love  is  not  love 
Which  alters  when  it  alteration  finds, 
bends  with  the  remover  to  remove: 

0,  no!  it  is  an  ever-fixed  mark. 

That  looks  on  terrpests  and  is  never  shaken^ 

It  is  the  star  to  every  wand ’ring  bark, 

Iflhose  worth's  unknovm,  although  his  height  be  taken. 
Love's  not  Time's  fool,  though  rosy  lips  and  cheeks 
Within  his  bending  sickle's  coirpass  come; 

Love  alters  not  with  his  brief  hours  and  weeks. 

But  bears  it  out  even  to  the  edge  of  doom:- 
If  this  be  error  and  upon  me  proved, 

I never  writ,  nor  no  man  ever  loved. 


Wm.  Shakespeare 
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HCW  DO  I L07B  THEE 

How  do  X lo76  thee?  Let  me  count  the.  ways. 

X lo?e  thee  to  the  d^th  and  breadth  and  height 
soul  can  reach^  when  feeling  out  of  sight 
For  the  ends  of  Being  and  idea  Gh:>ace  , 

X love  thee  to  the  level  of  everyday's 
Host  quiet  need^  by  sun  and  candle-light. 

X love  thee  freely j,  as  men  strive  for  Eighti 
X love  thee  pure]^^  as  they  turn  from  Praise. 

X love  thee  with  the  passion  put  to  use 

In  ny  old  grief and  wii^  my  childhood's  faith. 

I love  thee  with  a love  I seemed  to  lose 

With  HQT  lost  saintsj— X love  thee  with  the  breathy 

Smiles^  tears^  of  all  life!— andi  if  God  choose^ 

X shall  but  love  thee  better  after  death* 

Elizabeth  Barrett  Browning  (I806-I86I) 


0 CAPTAIHI  MX  CAPTAIN! 

0 Captain!  my  Captain!  our  fearful  trip  is  done. 

The  ship  has  weather'd  every  rack,  the  prize  we  sought  is  won. 
The  port  is  near,  the  bells  I hear,  the 'people  all  exulting, 
Vniile  follow  eyes  the  steady  keel,  the  vessel  grim  and  daring. 
But  0 heart!  heart!  he^t! 

0 the  bleeding  drops  of  red. 

Where  on  the  deck  my.  Captain  lies. 

Fallen  cold  and  dead. 

0 Captain!  ny  Captain  ! rise  tq>  and  hear  the  bells  j 
Rise  up— for  you  tlie  flag  is  flung— for  you  the  bugl^\  trills. 
For  you  bouquets  and  ribbon'd  wreaths-rf or  you  the  shores  a- 
,■  crowding. 

For  you  they  call,  the  iwaying  mass,  their  eager  faces  turning; 
Here  Captain!  dear  father! 

This  arm  beneath  your  head  ! 

It  is  some  dream  that  on  the.  deck. 

You've  fallen  cold  and  dead* 

^jr  Captain  does  not  answer,  his  lips  are  pale  and  still, 

% father  does  not  feel  my  arm  he  has  nb  pulse  nor  will. 

The  ship  is  anchor'd  safe  and  sound,  its  voyage  closed  and  done, 
Frttn  fearful  trip  the  victor  ship  comes  in  with  object  won: 
Exult  0 shores,  and  ring  0 bells! 

But  X with  mouriifdl  tread, 

Walk  the  deck  my  Captain  lies, 

Fal'JLen  cold  and  dead. 

Wait  mtrnan  (I8is>*.l8p2^^ 


FOG 


The  fog  comes 
on  little  cat  feet* 

It  sitvS  looking 
over  harbor  and  city 
on  silent  haunches 
and  then^  moves  on. 

Carl  Sandburg  (1878*- 

FATHER  WILLIAM  • 

(After  Southey  - - ) 


‘•You  are  old^  Father  William,**  the  young  man  said, 

*'And  your  hair  has  become  very  white  j 

And  yet  you  incessantly  stand  on  your  head— 

Do  you  think,  at  yom-  age,  it  is  right?** 

"In  w youth,**  Father  William  replied  to  his  son, 

"I  feared  it  might  injure  the  brainy 

But,  now  that  I*m  perfectly  sure  I have  none. 

Why,  I do  it  again  and  again.*' 

"You  are  old,"  said  the  youth,  "as  I mentioned  before. 

And  have  grown  most  uncommonly  fatj 

Yet  you  turned  a back-somersault  in  at  the  door— 

Pray,  what  is  the  reason  of  that?" 

"In  niy  youth,"  said  the  sage,  as  he  shook  his  gray  locks, 

"I  kept  all  my  limbs  veiy  supple 

By  the  use  of  this  ointment— one  shilling  the  box— 

Allojy  me  to  sell  you  a couple?" 

"You  are  old,"  said  the  youth,  "and  your  jaws  are  too  weak 
For  anything  tougher  than  suet; 

Yet  you  finished  the  goose,  with  the  bones  arid  the  beak— 

Pray,  how  did  you  manage  to  do  it?" 

"In  my  youth,"  said  his  father,  "I  took  to  the  law. 

And  argued  each  case  with  my  wife; 

And  the  muscular  strength  which  it  gave  to  my  jaw. 

Has  lasted  the  rest  of  ny  life.** 

"You  are  old,"  said  the  youth,  "one  would  hardly  suppose  . 

That  your  eye  was  as  steady  as  ever; 

Yet  you  balanced  an  eel  on  the  end  of  jAour  nose— 

What  made  you  so  awfully  clever?** 

“I  have  answered  three  questions,  and  that  is  enough," 

Said  his  father;  "don't  give  yourself  airs! 

Do  you  think  I can  listen  all  day  to  such  stuff? 

Be  off,  or  1*11  kick  you  downstairs." 

Lewis  Carroll  (1332-1898) 


Lesson  itZ 


FOREIGN  RELATIONS 


Topic  - Formulation  of  Modern  Foreign  Policy 

A.  United  States  becomes  a Pacific  power 
1*  Purchase  of  Alaska 

2f  Annexation  of  Hawaii 
3«  Trade  with  China  and  Japan 

a)  **0pen  door"  policy.with  respect  to  trade  with  China 

b)  Early  relations  with  Japan-Perry* s visit 

B.  The  United  States  and  World  War  I 

1.  Long  period  of  neutrality 

2.  Entered  on  the  side  of  the  Allies 

3.  Fear  of  German  victory 

4.  Wilson's  idealism  as  expressed  the  idea  of  "making  the 
world  safe  for  democracy." 

C.  Foreign  policy  after  World  War  I 

1.  Return  to  isolation 

a)  failed  to  join  League  of  Nations 

b)  disillusionment  with  results  of  World  War  I 

2.  Some  involvement  with  rest  of  world 

a)  joined  in  armaments  limitation  conferences 

b)  joined  peace  movements rKe  1 logg  Briand  Pact.,  World  Court 

0.  Related  Vocabulary  Lesson  #8, 

1.  interdependent 

2.  arbitration 
3«  neutrality 
4.  blockade 

S»  autocracy 
6.  sedition 
7«  attrition 

8.  secret  diplomacy 

9.  mandate 

10.  collective  security 

11.  di sarmament 


LESSON  !f9 


MODERN  FOREIGN  AFFAIRS 


Topic  - Events  from  World  War  II  to  Present 

A.  World  War  n 

1.  Rise  of  Totalitarianism 

a)  Japan's  domination  |n  the  Pacific 

b)  Germany's  domination  in  Europe 

c)  Commyn^sm  gains  control  of  Russia 

2.  Causes  of  World  War  II 

a)  Nazi  German's  expansion  in  Europe 

b)  Japan's  conquests  in  China 

c)  Weakness  of  the  allies 


3«  The  United  States  enters  the  war 

Harbor  (Dec*  7#  1941)  reasons  for  Japanese  attack 
b^  The  United  States  declares  war  on  both  Japan  and  Germany 

4.  Results  of  World  War  IX 
a)  Victory  causes  problems 

1)  "cold  war"  between  U.S.  and  U.S.S.R. 

2)  Occupation  of  Germany  and  Japan 

3)  The  atomic  age 


B.  Related  Vocabulary  Lesson 


t. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

lOo 


aggression 

fascism 

appeasement 

Communism 

I end-1  ease 

Axis 

offensive 
defensive 
"i ron -curtain" 
NATO 
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SniSE!! 


Sixteen 

sees  and  laughs, 
listens  and  sighs, 
sleeps  and  eats, 
aches  and  cries, 
babies,  thinks, 
loves  and  hates, 
stretches,  lives 
and  hopefully  waits. 

Carolyn  Cahalan 


GIMJALI 

The  songthat  lomt>  oo  sing  remains  unsung  to  this  day. 

I have  spent  niy  days  in  stringing  and  in  unstringing  nay  instrument. 

The  time  has  not  come  true,  the  words  have  not  been  rightly  set 5 
there  is  only  the  agony  of  wishing  in  ny  heart. 

The  blossom  has  not  opened;  only  the  wind  is  sighing  by. 

I have  not  seen  his  face,  nor  have  I listened  to  his  voice; 

I have  only  heard  his  gentle  footsteps  from  the  road  before  my  house 

The  livelong  day  has  passed  in  spreading  his  seat  on  the  floor; 
but  the  lamp  has  not  been  lit  and  I cannot  ask  him  into  my  house. 

I live  in  the  hope  of  meeting  mth  him;  but  this  meeting  is  not  yet. 

From  «Gitanjali« 

Rabindranath  Tagore 
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A PRESENTATION  OP  Tv/0  BIRDS  TO  M SON 


Chicken,  How  shall  I tell  you  what  it  is, 

And  why  it  does  not  float  with  tangers? 

Its  ecstasy  is  dead,  it  does  not  care* 

Its  children  huddle  underneath  its  wings. 

And  altogether  lounge  against  the  shack. 

Warm  in  the  slick  tarpaulin,  smug  and  soft. 

Tou  must  not  fumble  in  your  mind 
The  genuine  ecstasy  of  climbing  birds 
With  that  dull  fov7l. 

men  your  grandfather  held  it  by  the  feet 
And  laid  the  skinny  neck  across 
The  ragged  chopping  block, 

!me  flop  of  wings,  the  jerk  of  the  red  comb 
Were  a dumb  agony. 

Stupid  and  meaningless.  It  was  no  joy 
To  leave  the  body  beaten  underfoot^ 

Life  was  a flick  of  corn,  a steady  roost. 
Check.  The  sound  is  plain. 

Look  up  and  see  the  swift  above  the  trees. 

How  shall  I tell  you  why  he  always  veers 
And  banks  around  the  shaken  sleeve  of  air. 
Away  from  ground?  He  hardly  flies  on  brains: 
Pockets  of  air  inhale  his  hollm  bones. 

He  leans  against  the  rainfall  or  the  sun. 

You  must  not  mix  this  pair  of  birds 
Together  in  your  mind  before  you  knovr 
That  both  are  clods. 

Ii/hat  makes  the  chimney  swift  approach  the  sky 
Is  ecstasy,  a kind  of  fire 
That  beats  the  bones  apart 

And  lets  the  fragile  feathers  close  with  air. 
Plight  too  is  agony. 

Stupid  and  meaningless.  ^i/hy  should  it  be  joy 
To  leave  the  body  beaten  underfoot. 

To  mold  the  limbs  against  the  wind,  and  joj^i 
Those  clean  dark  glides  of  Dionysian  birds? 
The  flight  is  deeper  than  your  father,  boy. 

Prom  The  Green  Wall 
J^ies~"^'ight 
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UNIT  I 


DIAGNOSTIC  TEST  IN  GRAMAH  AND  USAGE 

I.  Identify  each  word  groi^,  using  the  foUojdng  letters: 

S*^sentence  RS^j^un^on  sentence 

1*  The  spaghetti  has  been  sex*ved^  the  dinner  was  over.  1, 
2.  Trying  desperately  to  climb  the  hill.  2“ 

3«  Which  made  me  laugh  when  I thought  of  it.  3*" 

ij.  The  boy  came  iqp  three  times,  then  he  stayed  down.  IT 

5.  Diesel  engines  run  on  oil,  a much  cheaper  fuel  than 

gasoline.  ^ 


II.  Write  the  letter  of  the  correct  sentence  in  the  space  to  the  right. 

6o  a)  Every  pen  that  we  sell  has  been  thoroughly  tested.  6 

b)  Every  pen  has  been  thoroughly  tested  that  we  sell.  — • 

7.  a)  Ify  plans  include  going  to  college  and  to  become  an 

. engineer,  j 


. engineer. 

8,  a)  His  Icnowledge  of  motors  is  as  good  as  ai^  mechanic.  8 
b;  His  knowledge  of  motors  is  as  good  as  any  mechanic  »s.  ““ 
9o  a}  lou  may  have  the  raedaiaion  if  you  take  it  off  the  car. 9 
b}  If  you  t^e  the  medallion  off  the  car,  you  may  have  it. 
lOj  a)  Courage  is  when  you  stand  your  ground  against  all  odds. 1C 
b)  Courage  is  the  standing  of  one»s  ground  against  all  odds. 

11.  I never  have  ridden  and  never  will  ride  a motorcycle.  11 

b;  I never  have  and  never  will  ride  a motorcycle.  “ 

12,  a)  Being  a heavy  eater,  the  diet  wotild  have  been  helpful.  12 
b}  Being  a heavy  eater,  he  found  the  diet  helpful. 

III.  Copy  the  correct  word  in  each  pair. 

13.  We  would  have  (chose,  chosen)  better  seats.  13. 

2h»  (lour,  You* re)  always  blaming  someone  else.  Hi“ 

15*  Xesterdey  the.  letter  finally  (came,  come).  i^ 

16.  Thby  handled  the  crowd  as  (efficient,  efficiently)  “ 

as  ever,  3^5 

17 o (That,  Those)  kind  of  trousers  is  no  longer  popular.  17“" 

180  The  pond  had.  (frozen,  froze)  during  the  night.  18”" 

19 0 Thqr subscribe  to  more  magazines  than  (us,  we).  1$T 

20,  After  (who,  whom)  were  the  American  continents  named?  2(T 


IV. 


21. 

22. 

23. 


We  were  vnable  to  see  (its,  it»s)  license  nwaber. 

stations  for  sixty  miles, 
xhe  clean  dog  (lay,  laid  ) richt  down  in  tv»o  t 


stations  for  sixty  miles.  22*“ 

2li*fhiv  otiP  ^ (^sy,  laid  ) right  down  in  the  mud  puddle. 23 

2h.Cbly  one  of  t^  (go,  goes)  to  the  top  floor. 

25.  I us,  we)  students  want  a course  in  rapid  reading.  2^ 

Write  the  letter  of  the  item  which  is  correctly  punctuated. 

thl  ® begi^er,  started  and  stopped 

started  and  stopped"  ~ 

the  bus^jerk^^****^  * beginner,  started,  and  st<^ped 

d^alln^iSc)^*  bHnd  and 

' SairtSSc^^*  ’'■><>  '»cate  blind,  and"~ 

deaf  in  iSmey^'*'**  Helen  Keller,  who  became  blind,  and 


Hothouse,  are  of  course 

S^*^e^Sve.“^  grown  in  a hot  house,  are  of  coursef' 

^ 0^.  course, 

Siv^JaSlyr^’  ”®>  Hut  we  finally 

^i?f  sate^™^  ^°S  “0.  Hut  we  finally 

^iv^safel^!^  “*'*  delayed  us  but  we  finally 

30.  a)  On  July  17,  1961,  we  moved  from  Dallas  Texas,  to  a Small 

town  in  Iowa. 

b)  On  July,  17,  1961  we  moved  from  Dallas,  Texas  to  a sraklT 
uown  la  Xowd 

&a.  ’ ® s“ol 

31.  a)  Although  my  father  never  attended  college,  he  knows  more 

f^;^out  history,  literature  and  science  than  most  people. 3] 
b)  *'*.1  though  ny  father  never  attended  college  he  knows  more 

about  histozy,  literature,  rsl^il”^*S^t,stTX 


Diagnostic  Test  in  Grammar  and  Usage 

Vo  Write  the  letter  of  the  sentence  in  which  apostrophes  are  nsed 
correctly o 

32 0 a)The  Lofts »s  hi-fi  doesn't  sound  as  good  as  yours.  32. 

b) The  Lofts*  .hi-fi  does*nt  sound  as  good  as  your's. 

c) The  Lofts*  hi-fi  doesn't  sound  as  good  as  yours. 

33 0 a)The  girls*  chorus  sang  their  voice  teacher's  coriipositiono33 

b) The  girl's  chorus  sang  their  voice  teacher's  con^osition« 

c) The  girls*  chorus  sang  their  voice  teachers'  conrposition. 

3U»  a)Ladies*  dresses  and  children's  shoes  are  on  the  fourth 

floor.  

b) Ladie's  dresses  and  children's  shoes  are  on  the  fourth 
.floor. 

c) Lad.ies*  dresses  and  childrens'  shoes  are  on  the  fourth 
floor. 

VI.  Write  the  letter  of  the  sentence  in  which  capitals  are  used  correctly. 

35.  a)A  Professor  will  speafc.  on  Negro  art  at  the  Foe  library  on 

Oak  Street.  35 » 

b)A  professor  will  speaic  on  Negro  art  at  the  Poe  Library  on 
Oak  Street. 

•c)A  iDrofessor  will  speak  oi.  negro  art  at  the  Poe  Library  on 
Oaic  Street. 

36.  a)Because  of  my  flu  this  fall^  I fell  behind  in  En.glish  and 

Shorthand.  36.___ 

b)Because  of  my  flu  this  Fall,  I fell  behind  in  english  and 
shorthand. 

c}Because  of  ny  flu  this  fall,  I fell  behind  in  English  and 
shorthand . 

37.  a)0n  completing  High  School,  ny  Uncj.e  Ben  studied  Law  at 

Kent  Goll.ege . 37 » 

b) 0n  completing  high  school  rr'  Bncle  Ben  studied  law  at 
Kent  college 

c) 0n  completing  high  schoo!]  ny  Uncle  Ben  studies  law  at 
Kent  CoIQ.ege. 

38.  a)Xn  the  north,  migratory  birds  build  nests  on  the  south 

slope  of  the  mountains  38 . 

b) ln  the  North,  migratory  birds  build  nests  on  the  South 
slope  of  the  mountain. 

c) In  the  North,  migratory  birds  build  nests  on  the  south 
slope  of  the  mountain. 


SEarocai  SmUCTIlHE 

X.  xaeniify  each  word  group,  using  the  following  letters: 

F"  fragment  ^ sentence  RS*  Run-on  sentence 

!•  The  doors  were  closed,  the  concert  had  already  begun.  1 

2.  Waiting  impatiently  for  the  game  to  begin.  2* 

3.  Diesel  engines  run  on  oil,  a much  cheaper  fuel  than 
gasoline. 

ij..  Which  reminded  him  of  a funny  experience  in  the  Array. 

5.  The  motor  turned  over  twice,  then  it  went  dead. 

II.  Write  the  letter  of  the  correct  sentence  in  the  space  to  the  right 

l.a)  Every  car  that  we  sell  has  been  thoroughly  tested.  1 

b)  Every  car  has  been  thoroughly  tested  that  we  sell. 

2»a)  plans  include  going  to  college  and  to  become  an 

engineer.  2 

b)  plans  include  going  to  college  and  becoming  an  ~— 

engineer. 


knowledge  of  motors  is  as  good  as  any  mechanic. 
d;  His  knowledge  of  motors  is  as  good  as  any  mechanic's. 

^ dress, 

b;  If  you  take  the  lace  off  the  dress,  you  can  have  it. 

together  begin  with 

the  repetition  of  the  same  sound  at  th 
beginning  of  words  that  are  close  together. 

^'hl  I i-ide  a motorcycle, 

b;  I never  have  and  never  will  ride  a motorcycle. 

^ b)  itelnl  a sleeper,  the  noise  awoke  ny  dad. 

g light  sleeper,  my  dad  was  awakened  by  the  nois« 


3 

h 

6^ 

7 


UHIT  II 

Frequently  misspelled  words 
List  1 


abbreviate 

absence 

absurd 

accept 

access 

accessible 


accidentally 

accommodate 

accumulate 

accustom 

achievement 

acknowledgment 


acquainted 

acquitted 

across 

advantageous 
advice  (noun) 
advise  (verb) 


airplane 

affect 

aggravate 

aisle 

allotted 

all  right 


.VTLji'.UJ 


List  1 (continued) 


already 

believe 

connoisseur 

disappoint 

altar 

benefited 

conquer 

disavowal 

alter  (vei’b) 

biscuit 

conqueror 

discipline 

altogether 

blamable 

conscience 

disease 

alumna 

borne 

conscientious 

dissatisfied 

alumnae 

boundaries 

considered 

dissipate 

alumnus 

brilliant 

continuous 

distribute 

alumni 

Britain 

control 

divide 

always 

Britannica 

controlled 

divine 

amateur 

buoyant 

cooperate 

doctor 

ambiguous 

bureau 

corps 

don't 

among 

business 

council 

dormitories 

analogoxis 

busy 

counsel 

dnidgery 

analysis 

cafeteria 

course  (noun) 

dyeing 

analyze 

calendar 

courteous 

dying 

angel 

candidate 

courtesy 

ecstasy 

angle 

can't 

cozy 

effect 

annual 

captain 

criticize 

eighth 

antecedent 

carburetor 

cruelty 

eligible 

anxiety 

ceiling 

cruise 

eliminate 

apparatus 

cemeteiy 

cylinder 

embarrassment 

appearance 

certain 

dealt 

eminent 

appropriate 

changeable 

deceitful 

emphasize 

arctic 

changing 

defendant 

employees 

argument 

chai’acteristic 

deferred 

encouraging 

arising 

chargeable 

deficiency 

enemy 

arithmetic 

chauffeur 

definite 

equipped 

arouse 

choose 

dependant  (noun)erroneous 

ascend 

chose 

dependent  (adj. ) especially 

ascertain 

chosen 

derived 

etCo 

athlete 

cite  (verb) 

descendant 

exaggerate 

athletic 

clothes 

describe 

exceed 

audible 

coarse  (ad jo) 

description 

excel 

audience 

column 

despair 

excellent 

auxiliary 

coming 

desperate 

except 

awkward 

commission 

destroy 

exceptional 

bachelor 

committee 

develop 

exhaust 

balance 

coirparative 

development 

exhilarate 

barbarous 

cori5)el 

device 

existence 

baring 

compelled 

devise  (verb) 

exorbitant 

barring 

cou5)etent 

dictionary 

expense 

baseball 

con^jetitive 

difference 

experience 

based 

coKplement 

digging 

explanation 

battalion 

comprehensible 

dilapidated 

extension 

bearing 

concede 

dilemma 

familiar 

becoming 

conceivable 

dining  room 

fascinate 

beggar 

conferred 

dinning 

feasible 

begging 

confidant  (noun) 

diphtheria 

February 

beginning 

confident 

disappear 

fiery 

List  2 


fifth 

Filipino 

finally 

financier 

foregoing 

forfeit 

formally 

formerly 

iA 

frantically 

fraternity 

freshman 

friend 

fulfil 

fnifill 

furniture 

gaiety 

gayety 

gallant 

galoshes 

gambling 

gauge 

gage 

generally 

goddess 

government 

governor 

grammar 

grandeur 

grievous 

guard 

guidance 

harass 

having 

hazard 

height 

heinous 

heroes 

hesitancy 

holy 

hoping 

humorous 

hundredths 

hurriedly 

hygienic 

h^ocrisy 

ifflagijiary 

imitative 

Immediately 

immigration 

imminent 


impromptu 

Incidentally 

incidents 

incredible 

incredulous 

indefinite 

independence 

indict 

indigestible 

indispensable 

infinite 

irfluence 

ingenious 

ingenuous 

Innocuous 

Inoculate 

instance 

intellectual 

intelligible 

intentionally 

intercede 

invitation 

irrevelant 

iiresistible 

isthmus 


knowledge 

laboratory 

ladles 

laid 

later 

latter 

lead 

led 

liable 

library 

lightning 

likely 

literature 

loath 

loneliness 

loose 

lose  (verb) 

losing 

lying 


maintain 

maintenance 

maneuver 

ISanila 

mantle  (cloak) 

manual 

manufacturer 

many 

marriage 

marriageable 

llassachusetts 

material 

mathematics 

mattress 

meant 

messenger 

mileage 

rainiatm’e 

minutes 

mischievous 

Mississippi 

misspelled 

momentous 

nrurmur 

muscle 

liysterious 

naive 

naphtha 

naval  (ad Jr) 

navel  (noun) 

necessary 

Negroes 

neither 

nickel 

niece 

nineteenth 

ninetieth 

ninety 

ninth 

noticeable 

nowadays 

oblige 

obstacle 

occasion 

occasionally 

occur 

occurred 

occurrence 

o'clock 

officers 


omission 

omitted 

opinion 

opportunity 

cptimistic 

origin 

outrageous 

overrun 

paid 

pantomime 

parallel 

paraphernalia 

parliament 

particularly 

pariaer 

pasteurize 

pastime 

peaceable 

perceive 

perception 

pereuptory 

perform 

perhapsj 

permissable 

perseverance 

personal 

personnel 

perspiration 

persuade 

pertain 

pervade 

physical 

picnic 

picnic>::ing 

planned 

pleasant 

politic 

politics 

possession 

possible 

potatoes 

practically 

prairie 

precede 

precedence 

precedents 

preceding 

prefe 

preferred 

prc  lucice 


its  (possessive) 

it's  (contraction) 

itself 

Judgment 

kidnaper 

knave 


/ 


•/ 
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List  3 

preparation 

pretension 

pretensions 

prevalence 

primitive 

principal 

principle 

prisoner 

privilege 

probably 

procedure 

proceed 

prodigy 

profession 

professor 

proffered 

prohibition 

promissory 

pronunciation 

propaganda 

prophecy 

proph©)^ 

propitious 

prove 

psychology- 

purchase 

pursue 

putting 

q^antity 

questionnaire 

quiet 

quite 

possible 

potatoes 

practically 

qiflzzes 

rapid 

recede 

rarefy 

ready 

really 

receipt 

receive 

recipe 

recognize 

recommend 

reference 

referred 

regard 

region 


religion 

religious 

reminiscent 

renaissance 

rendezvous 

repetition 

replies 

representative 

reservoir 

restaurant 

rheumatism 

rhythm 

ridiculotis 

rite 

sacrilegious 

safety 

sandwich 

satiric 

schedule 

science 

scream 

screech 

secede 

secretary 

seems 

seize 

sense 

sentence 

separate 

sergeant 

several 

shiftless 

shJuing 

shone 

ShOHli 

shriek 

siege 

aimilar 

simultaneous 

since 

smooth 

soliloquy 

sophomore 

speak 

specimen 

speech 

statement 

stationary  (adj.) 

stationery  (noun) 

statu© 


statute 

steal 

steel 

stops 

stopped 

stopping 

stories 

straight 

stretch 

strait 

strictly 

succeeds 

successful 

summarize 

superintendent 

supersede 

surely 

surprise 

syllable 

^nnmetricel 

t®jQ)erament 

■tenant 

tendency 

than 

their 

there 

therefore 

they're 

thorough 

thousandths 

till 

to 

today 

together 

too 

track 

tract 

tragedy 

tranquillity 

transferred 

transient 

translate 

treacherous 

treasurer 

tries 

trouble 

truant 

truly 

Tuesday 

tunnel 


two 

typical 

tyranny 

universally 

luimanageable 

until 

using 

usually 

vacancy 

vengeance 

vigilance 

vilify 

village 

villaiii 

visibly 

wear 

weather 

Wednesdcy 

weird 

welfare 

where 

wherever 

whethp 

which 

whole 

wholly 

who's 

whose 

wintry 

wiry 

without 

women 

writing 

written 

yacht 

your 

you're 
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THE  SOUNDS  OF  ENGLISH 


Correct  Usage  - Phonics  Lesgon  1 

There  are  languages  in  which  the  spelling  indicates  the  sounds  ox' 
the  letterei  ^ch  languages,  including  Spanish,  Italian,  Eussian, 
Greek,  and  Hungarian,  are  said  to  be  spelled  phonetically*  In  others, 
notably  Gaelic,  IVench,  and  English,  it  is  not  always  possible  to 
detertflilne  the  sc*  id  from  the  spelling.  These  languages  are  said  to 
be  spelled  unphoneticalHy* 

PHONETIC  INCONSISTENCIES  OF  ENGLISH  SPEILING- 

^araples  of  phonetic  inconsistencies  abound.  What  has  happened  is 
that  twenty-six  letters  in  the  written  alphabet  have  had  to  be  adjusted 
to  approaciiaately^  forty -five  sounds  in  the  spoken  language.  The  follow- 
ing  discussion  will  indicate  some  of  the  problems  that  arise  b€j<ggjieje. 
of  the  variations  in  spelling  and  sound. 

SOUNDS-  In  English,  for  example,  it  is  conmionly  said  that 
there  are,  five  vowels.  An  examination  of  a few  single  words  will 
show  that  there  are  more  than  five  vowels.  The  --a*'  of  ate^  the  "a**'  of 
at;  the  «a«  of  calm;  the  «a«  of  care;  the  «a«  of  walk,  and  tlie  of 
alone  all  j^present  separate  and  distinct  sounds,  onlj^-  one  of  which 

T f sound  ”a”  that  was  represented  "by  the  letter  of  the 
^phabet.  To  add  to  the  confusion,  there  are  many  words,  such  as 
they  and  ejght,  in  which  no  letter  appears,  but  in  which  the 
sound  nmy  be  heard. 

of  the  sound  of  «e”  presents  similar  problems.  The 
double  «ee**  in  bee;  the  ”eo”  in  people;  the 
i?  Caesar;  the  «ea«  in  lease;  the  «aa”  in 

ItltZLl  l spellings,  however,  loay  ^iso 

represent  a great  many  other  sounds. 


A single  ‘'e*'  xn  met  is  different  from  a single  "e“  in  be  or  th 
«ea*»  1ji  leather  differs  in  sound  from  ”ea”  in  lease,  ear,  an.d  eat'th; 
"eilj  in  reign,  from  ”ei»^  in  either  and  reiterate;  *'eo”  in  Georges,  froai 
”eo”  in  people;  »ua*»  in  quarrel  and  quart,  from  »ua*'  in  quay;  «i**'  of 
machine  from  «i«  in  light  and  lit;  and  «ie«  in  believe,  frora 'Hgw  ^ 
sieve. 

and  Z ^ 

^IGONi^T  SOUNDS  - Consonants,  like  vowels,  frequently  represent 
more  Wn  one  sound.  The  %»  and  «g«  in  a word  like  congratulate, 

I different  from  the  or 

Sntl  w li  tfie  toginalng  of  seas  looks  like 

tte  «ti«  'different.  The  “ti«  of  tire  differs  fro* 

of  facial  ^ differs  fro®  the  ■•■cf" 

in  tS  Illustrations  mght  be  glrea  for  almost  all  oonsonai.ts 


THE  USE  OF  SILENT  LETIEERS-  Another  problem  that  adds  to  the 
complexity  of  English,  is  the  prevalence  of  silent  letters,  many  of 
which  were  pronounced  at  some  time  in  the  history  of  the  language. 
Letters  such  as  "k"  in  knee;  in  debt’  V mid  ”1"  in  psalm; 

^w"  in  wreck  (as.well  as  «c»>);  "gh«  in  night?  in. gnaw,  and  »*b»» 
in. numb  are  examples  of  common  words  containing  one  or  more  silent 
letters o 

THE  USE  OF  TtJO  LEITEHS  FOR  ONE  SOUND-  A sound  JnaQr  not  only 
have  more  than  one  value,  but  it  may  also  be  represented  by  more 
than  one  letter  as  in  the  case  of  »th»  in  thin  and  »*th"  in  then. 
Conversely,  one  letter  frequently  represents  two  sounds,  as  in  the 
case  of  “i”  in  side,  »»o»»  in  go,  and  ”a"  in  ale.  Those  who  think  of 
«iy  or  »»o»,  and  ”a‘»  as  vowels  may  find  it  difficult  to  think  of  them 
as .diphthongs.  In  the  words  indicated,  there  are  two  vowels,  said 
very  quickly,  constituting  a diphthong. 

LETTERS  WITH  JDIBMENT  SOUND  VALUES-  To  heighten  the  difficulties 
all  the  tw^ty*»six  letters  have  sound  values.  The  letter  has 
no  value  of  its  own,  but  becomes  ”s”  in  city  of  ”k«  in  cook;  «q»»  whch 
must  be  followed  ly  »»u®'  in  spelling  n^y  have  a value  of  »»kw»  in  quick, 
or  »k’»  in  bouquet;  and  *'x”  assumes  the  value  of  »ks"  in  exit,  »gs"  in 
exist,  “z”  in  xylophone,  and  »ksh*‘  in  luxury.  The  twenty»six  letters 
have  thus  been  reduced  to  twenty»three,  but  the  fact  remains  that 
there  are  approximately  forty-five  sounds. 


Correct  Usage  - Phonics  Lesson  2 

General  Phonics  Principles;  The  use  of  silent  letters. 
B 


1. 


When  follows  in  a word,  and  is  in  the  same  syllable,  it 
is  silent.  Examples:  climb,  diimb. 


2.  When  «b”  precedes  “t”  in  a syllable,  it  is  silent. 
Exan^les:  debt,  doubt. 


H 

3. 

6. 

K 


When  **h**  is  the  first  letter  in  a word  it  most  often  sounds  as  it 
does  in.  the  word  “he**  but  it  is  sometimes  silent. 

Examples:  heir,  hour. 

The  letter  *»h**  is  silent  when  it  follows  **g*»  at  the  beeinnin?  of 
a word.  Examples:  ghost,  ghetto.  ^ mg  of 

The  letter  »'h«  is  silent  when  it  follows  “k*»  at  the  beginning 
of  a word.  Examples:  khan,  khaki.  oeginning 

The  letter  **h“  is  silent  when  it  follows “r»  at  the  beginning  of 
a word.  Examples:  rhetoric,  rhubarb. 


• r»  I.  w it  is  the  initial  letter  in  a word. 

and  IS  followed  by  “n“.  Examples:  know,  knit. 

8.  ^ certain  instances  a silent  **k*'  helps  to  distinguish  visually 
between  homonyms.  Examples:  night-knight,  not-knot. 

L 

9.  The  letter  “1“  is  somet^es  silent  when  it  follows  »*m*'  in  a 

syllable.  Examples:  calm,  folk,  m m a 

H 

follows  in  a syllable 
iosamples:  solemn,  condemn.  syxiaoie. 


oy  s , iocanples;  psalmi.,  psychology  „ 
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12.  The  letter  ”t«  is  silent  when  it  precedes  «ch«  in  s syllable. 
Exan5>les;  catch,  pitch. 

13.  The  letter  ”t”  is  sometimes  silent  when  it  follows  **s**. 
Exaiiipless  listen,  castle. 


ll*.  When  “w”  follows  “o”  within  a syllable,  it  is  sometimes  silent. 
Sjcampless  bowl,  low. 


General  Usage  «»  Phonics  Lesson  3 
G^neijral  Phonics  I^incipes 


1.  When  "c‘®  is  followed  in  a syllable  by  e,  i,  or  y,  it  has  the  sound 
of  ’•s”  at  the  beginning  of  the  word  "seven”. 

Exar5)les:  certain,  city,  cylinder. 

2.  When”c"  is  followed  bj'’  any  other  letter,  or  is  the  final  letter 
.in  a syllable,  it  nsually  has  its  hard  sound — the  sound  ”k"  as 

in  kangaroo.  Exan5>less  cord,  fact,  arc. 

X 

3.  A sound  commonly  recorded  by  "x”  is  best  represented  by  the 
letter  combination  ”ks”.  jaxan^lBs:  mix,  axle. 

ii.  Often,  and  especially  when  it  is  followed  by  a vowel  or  by  a 

silent  ”h”,  "x”  records  a sound  represented  by  the  letter  combina- 
tion ”gz”.  Bbcainples§  exact,  exhaust. 

When  ”x”  is  the  initial  letter  in  a wprd— most  of  these  will  be 
highly  technical  words— it  records  the  sound  associated  with  the 
letter  ”z”.  Examples?  xylophone,  zylem. 


6.  When  ”g”  is  followed  in  a syllable  by  or  ”y”  it 

usually  has  the  sound  of  ”j”  as  in  Jim.  Examples:  ginger,  gentle. 

7o  When  ”g”  is  followed  by  any  other  letter,  or  it  is  the  final 

letter  in  a syllable,  it  usiially  has  the  sound  of  ”g”  in  the  word 
”go”o  Examples:  gallon,  wig. 

8.  When  ”g”  is  followed  in  a syllable  by  ”n”  it  is  silent. 

Examples:  gnat,  reign. 
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I 
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i 

I, 

i 

I 


General  Usage  - Phonics  Lesson  li 

Exercise;  Ccanplete  the  following  words  by  adding  the  correct  silent 
letter. 


1.  thuai 

2.  crum 

3.  com 
li.  de  t 
$•  dog  t 

6.  eir 

7.  OUT 

8«  etto 

10*  han 

11  • 

• r euiaatism 

^3.  etorical 

^ • nowledge 

3-5.  nuckle 


16. 

nock 

17. 

not 

CD 

• 

night 

19. 

psa  m 

• 

o 

CM 

sa^^ mon 

21. 

fo ^k 

• 

CM 

CM 

solem 

• 

CM 

autum 

2h. 

colum 

9 

V' 

CM 

^sa m 

26. 

_sychic 

27. 

sychotic 

28. 

condem 

29. 

ca^^ ^ch 

30. 

pi^ch 

31o 

epis  le 

32  o 

lis  en 

33  0 

of  en 

3h. 

cas le 

35o 

bo  t 

36. 

lo 

37  0 

pertain 

380 

fa  t 

3^0 

entle 

0 

0 

plum  er 

1|-X  0 

nead 

0 

CM 

ock 

h3o 

avier 

hho 

e haust 

sten  il 
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UNIT  IV 


VERB  HTOEtf 

Search  each  of  the  following  sentences  for  main  verbs  ^ atuclllarsr 
verbs  and  linking  verbs.  List  them  in  the  appropriate  column  at 
the  right. 

Auxillarr  Main  Linking 

1.  He  could  have  elected  another  subject. 

2.  The  dog  seemed  ill. 

3.  The  exception  proves  the  rule. 

U.  Hardship  turned  him  into  a patient  man. 

$•  The  captain  must  have  crossed  his  signals. 

6.  His  credulity  stemmed  from  his  naivete. 

7*  I will  not  attend  the  lecture. 

8.  The  prisoner  remained  placid  despite  his 
ordeal. 

9»  Efe  had  misplaced  his  textbook. 

10.  The  owl  had  been  hooting  in  the  elm  tree. 

11.  April  is  the  cmelest  month. 

12.  The^r  win  have  marched  several  miles  b^r 
Tuesday. 

13*  I placed  a jar  in  Tennessee. 

lU*  He  was  called  the  %ioonlight  gambler.** 

1$,  Does  the  Army  recognize  conscientious 
objectors? 

16.  Drink  to  me  only  with  thine  eyes. 

17.  Shall  these  bones  live? 

18.  How  have  the  mighty  fallen! 

19 • There  once  was  a place  called  Camelot. 

20.  The  quality  of  mercy  is  not  strained. 
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TJNIT  V 


Spelling  Rale  #1 
el  and  le.  Use  ^ when  the  sound  is  long  e (as  in  see); 


believe 

relieve 


grief 

thief 


niece 

field 


priest 

chief 


A few  common  words  are  exceptions:  either,  neither,  leisure,  seize, 

weird. 


Use  ei  after  c,  or  when  the  sound  is  not  long  e: 


receive 

deceive 

conceit 


perceive 

sleigh 

neighbor 


height 

weight 

heir 


skein 

foreign 

sovereign 


The  most  common  exceptions  are  friend,  mischief,  handkerchief, 

sieve,  view,  fiery,  financier. 


Exercise 

■*  ^^ite  the  following  words,  supplying  the  missing 
letters  (e  and  i)  in  the  correct  order: 

1. 

^or gn 

6.  rec  pt 

11. 

si  gh 

2 e 

3. 

1 

rel  ve 

7 • s ze 

12. 

n ^ther 

cone  ve 

8.  ach  ve 

13. 

Pr  st 

4# 

r* 

V 1 

9»  th  ~ 

lU. 

dec  ve 

5* 

gr f 

10.  1 sure 

15. 

h r 

^ ^ eaoh  of  the  following,  only  one  of  the  woHs  is 

misspelled.  Write  the  number  of  the  misspelled 
word  in  each  group  on  the  line  to  the  left: 

1.  Dachievement  2)belief  3)frleze  i,)  weild 

2.  li>reist  2)chief  3)tliief  h)brtet 

3.  l)conoeiTe  2)oeiHng  3)conoiept  li)receive 
l)freight  2)sleigh  3)reign  li)vien 

5.  l)fiendlsh  2)handkercheif  3)inoonoeiTable  ii)  sovereign 

6.  Dfiery  2)friend  3)i»isoheif  l,)height 

7.  l)relieve  2)niece  3)sieze  l,)pieoe 

8.  l)leisure  2)feild  3)grief  4)sovereign 


spelling  Rule  §2  - Lengthening  words  ending  in  ^ 

(a)  If  there  is  a consonant  before  the  change  to  i before  adding 
a suffix  (-ed,  -er,  -est,  -fnl,  -ness^  -less^  etc.7« 

(Exangjles:  hurry  —hurried  'pi'ty  ** *■  pitiful) 

(Exceptions:  hurry  — hurrying  pity  — « pitying 
dry  dryness  lady  — ladylike) 

(b)  If  there  is  a vowel  before  the  y,  do  not  change  the  y before 
adding  a suffix. 

(Examples:  joy  — joyful  convey  — conveying) 

Exercise  1 - Apply  rules  2a  and  2b  as  you  add  each  designated  suffix^ 
and  rewrite  the  word  correctly  in  the  space  provided  to 
the  right: 


1. 

extraordinary  ♦ ly  « 

7. 

defy  + ant  “ 

2. 

gratify  ♦ ing  *■ 

8. 

likely  * hood  ■ 

3. 

modify  ♦ cation  » 

9. 

rely  ♦ able  * 

U. 

necessary  + ly  * 

10. 

ply  + ant  ■ 

fortify  + cation  “ 

11. 

comply  ♦ ing  « 

6. 

purify  + ing  ■ 

12. 

merry  ♦ went  « 

Exercise  2 - In  each  of  the  following^  only  one  of  the  words  is 

misspelled.  Write  the  number  of  the  misspelled  word  in 
each  group  on  the  line  to  the  left: 

1.  1)  trying  2)alliance  3)denial  it)carryed 

2.  l)glorifyed  2 )secretarial  3)application  l|.)satisfied 

3«  l)supplier  2)au)plifier  3)certifycate  U)multiplication 

is,.  l)sillier  2)iciest  3)heavyness  U)merciless 
l)wortiyness  2)wor.Tying  3 /Strayed  U)annoying 
6 c l)betrayed  2)temporaryly  3 married  4)loyalties 

7.  l)ai*bitrarily  2)responsibi!lities  3)monies  U)babys 

8.  l)obe;jiing  2)tas’rying  3)hastily  ii.)fiftyeth 

•*l6^ 


Spelling  Rule  #3 

(t)  Drop  the  final  e before  a suffix  beginning  ^fith  a vowel. 

(Bbcampless  care  ♦ ing  « caring  use  * able  + usable) 

exceptions:  noticeable > courageous) 

(b)  ISeep  the  final  e before  a suffix  beginning  with  a consonant. 

OSxanples:  care  ♦ ful  ••  careful  care  + less  » careless) 

(Exceptions:  true  ♦ ly  * truly  argue  + nient  = argument) 


Exercise  1 Apply  njles  3a  and  3i>  as  you  add  each  designated  suffix, 
and  rewrite  the  word  correctly  in  the  space  provided  to 
the  right: 


1.  announce  *•'  inent 

2.  treasure  ♦ er  « 

3.  imagine  ♦ ary  « 


U.  definite  ♦ ly 
5*  write  ♦ ing  ** 


6.  virtue  ♦ ous  « 


7.  desire  able 

8.  revere  •»-  ent  = 

9.  safe  + ty  « 


10.  arrange  ment 

11.  have  ing  

12.  lose  + ing  » 


Exercise  2 - In  each  of  the  following,  only  one  of  the  words  is  mis- 
spelled. Write  the  number  of  the  misspelled  word  in  each 
group  on  the  line  to  the  left: 

1.  l)usable  2)  truely  3)argument  I|)careful 

2.  l)becoming  2)continuous  3) surprised  U)guideance 

3.  l)careing  2)famous  3)awesome  Ij.)entirely 
U.  l)admiration  2)forceible  3)sensible  l;)valuable 

l)perseverance  2)creator  3)shlning  U)gr3„eveous 

6.  l)achievment  2)£haping  3)  using  I4.)  movable 

7.  l)fiercely  2)forcing  3)  noticab3„e  i4)careless 

8.  l)lovely  2)couragous  3)fierceness  Ii)nineteen 
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Spelling  Rule  Doubling  Final  Consonant: 


consonant  before  a suffix  that  begins  with  a vowel 
if  both  of  the  following  conditions  exist: 


1)  the  word  has  only  one  pliable  or  is  accented  on  the  last  syllable 

2)  the  word  ends  in  a single  consonant  preceded  by  a single  vowel 
Examples: 

drop  ing  ■ dropping  occur  *►  ence  * occurrence 

plan  + ed  » planned  propel  -t*  er  “ propeller 

sit  ♦ ing  • sitting  control  ed  - controlled 

If  both  of  these  conditions  do  not  exist,  the  final  consonant  is  not 
doubled  before  a suffijc: 

Jun^)  ♦ ed  « Jtimped  tunnel  + ing  « tunneling 

appear  + ance  *»  appearance  travel  + er  » traveler 


Exercise  1 - Apply  rule  ii  as  you  add'  each  designated  suffix  and  re- 
write the  word  correctiy  in  the  space  provided. 


1.  run  ^ er  = 

6. 

hot  + 6St  * 

2.  defer  + ed  =* 

7. 

expect  ■*'  ation' 

3.  swim  + ing  « 

8. 

travel  + ing 

I4.  begin  + er  ♦ 

9. 

riot  **•  ous  * 

5*  expel  + ed  *« 

10. 

exist  + ence  « 

Exercise  2 - In  each  of  the  following  only  one  of  the  words  is 

misspelled.  Write  the  number  of  the  misspelled  word 
in  the  line  at  the  left. 


l)  committing  2)  stopping 
l)  talked  2}  halted 
l)  sailing  2)  hottest 
1)  dropping  2)  tunneling 
l)  compelling  2)  riming 
1)  recurence  2)  bragged 
l)  planner  2)  sliping 
l)  condemning  2)  sitting 


3)  traveling  it)  offerring 
3)  refer  ing  i^)  kneeled 
3)  planned  U)  conoroled 
3)  stopper  1;)  regretable 
3;  jun^>ing  swimmer 
3)  faster  k)  appointed 
3)  recoiled  ii)  regretting 
3)  wetest  1;)  whitest 
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^nijig  Rule  5b.  gc. 


(«)  »ftil  rule 

^fli6  sognci  ru3JL  at  the  end  of  a word  is  speXled  with  only  one  1« 
Hbcanqpless  careful,  graceful,  healthful,  hopeful  " 

Exception*  the  word  full  itself 

(b)  The  - ceed  or  -cede  rule 

There  are  only  three  verbs  in  English  ending  in  -ceed.  All  other 
verbs  with  that  sound  end  in  -cede.  — 

-ceeds  succeed,  proceed,  excee3T 

-cede*  secede,  recede,  intercede,  concede,  etc. 

Exception:  supersede.  This  is  the  only  verb  ending  in  -sede. 

(c)  ^ k af ter  c rule 

in  words  ending  in  c,  insert  k before  adding  er,  ing,  or  y. 
Examples:  picnic  picnicked,  picnicking,  picnicker 
panic  *•  panicked,  pardcky 
mimic  - mimicking 

Exercise  1 - Some  of  the  following  words  are  spelled  correctly,  some 
^correctly.  If  the  word  is  correct  as  is,  write  correct 
in  the  space  to  the  right.  If  misspelled,  rewrite  the 
word,  correcting  the  error. 


1.  hopeful  ^ 

2.  preceded* 
3*  carefully] 

plctaiic 
$•  recede 
dreadfuir 
7 • acceed 


8.  frolicking 
p.  stpercede^ 

10.  conceed  ^ 

11.  succeed 

12.  mimiced 
13 • cede  ~ 
lit.  trafficker 


Exercise  2 « Write  the  number  of  the  misspelled  word:  on  the  lirxe  at 
left. 


1.  1)  trafficking 

2.  l)  recede 

3.  1)  wrathful 
U.  l)  precede 
$•  l)  secede 

6*  l)  panicldLng 
7»  l)  frolicking 
8.  l)  doubtful 


2)supersede 
2 /mimicked 
2}exceed 
2)truthful 
2 )f  roliced 
2)  awfull 
2)comical 
2)spoonfull 


3)flavorful  1^)  succede 

3)panicky  ii)soulfull 

3)stoickal  Ii^)proceed 

3)ccnceed  ii)baleful 

3)intercede  ii  Hasteful 

3)cede  ii)heroic 

3)antecede  it)conickal 

3)artful  Utruffle 
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COMPARISOM'  of  adjectives  AMD  ADVERBS  - 

When  we  compare  persons  or  things  in  order  to  see  which  contains  wore 
or  less  of  a certain  quality,  we  e:q)ress.  relationship  iji  three  ways: 

1.  POSITIVE  « denotes  the  siuqple  quality:  Hie  is  tall* 

2.  COMPARATIVE  - denotes  a higher  degree  of  the  quality:  Charles  is 

a taller  boy. 

3.  SUPERLATIVE  - denotes  the  highest  degree  of  the  quality:  Fetor  is 

the  tallest  boy. 

To  form  the  comparative  of  adjectives  and  adverbs,  add  w to  the 
positive  or  precede  the  ad  jective  or  adverh  by  the  word  wore  or  less* 

To  form  the  superlative  of  adjectives  and  adverbs,  add  -est  to  the 
positive  or  precede  the  adjective  or  adverb  by  the  word  most  or  least. 

Ebcamples: 

Positive  - old,  studious,  beautiful 

Comparative  - older,  more  studious,  less  beautiful 

Superlative  - oldest,  most  studious,  least  beautiful 

Some  adjectives  and  adverbs  have  irregular  coi^arisons: 


Positive  - bad,  far,  good,  ill,  little,  many,  much,  several,  some, 
well 

Respective  comparatives  - worse,  farther,  better,  worse,  less,  more, 
more,  more,  more,  bettsr 

Respective  superlatives  - worst,  farthest,  best,  worst;  least,  most, 
most,  most,  most,  best 


RULES  FOR  CORRECT  USAGE  OF  COMPARISONS  - 

(a)  Never  use  both  forms  of  the  co3(»5)arative  (-er  and  more),  or  the 
superlative  (-est  and  most)  together.  Ex:  prettier,  prettiest 
(NOT  more  prettier,  or  most  prettiest) 

(b)  Use  the  con5)aratlve  degree  when  two  persons  or  things  are  coirqaared 
Exs  Of  the  two  bojs,  John  is  the  less  ambitious. 


(c)  Use  the  superlative  degree  when  more  than  two  persons  or  things 
are  compared.  Ex:  John  is  the  oldest  of  the  three  boys. 


(d)  When  the  conQ)arison  is  used  for  more  than  two,  ^clu^ 

group  the  object  compared  by  using  ANY  OTHER,  ANY  ELSE.  Ex:  He 
runs  faster  than  anyone  else  in  his  class. 


Sxd^clse:  Underline  the  correct  ©3Q>ra«si€iiii  in  the  parentheses. 


1. 

2. 

3. 

k. 

5. 

6, 

7. 

8. 

9^ 

10. 

11. 

12. 

13. 


dog  is  the  (more,  siost}  playfoL  of  the  three# 

This  glove  is  (wore  hotter^  better)  than  that  one. 

The  damage  onjiny^  car  was  (iroraert  worse)  than  that,  on  his. 

This  is  the  (coziest^  most  cozi^t)  room  in  the  house# 

Hers  was  the  (Least,  less)  attractive  of  the  two  hats# 

are  the  (most  heautiftOest,  wst  beautiful)  girl  I know. 
7exas  is  larger  than  (any,  ar^  other)  state  in  the  'doited  States. 
Of  all  the  graduates,,  he  received  the  (batter,  best)  grades# 

The  side  that  has  the  (i/  ^e,  most)  runs  wins. 

She  talks  longer  than  (anyone,  anyone  else)  in  her  S^ech  c;j.ub. 
% drawing  was  the  (bestast,  best)  in  the  class# 

Hrs.  Smith  is  a (stricter,  more  stricter)  teacher  than  Mr. 

Jones . 

Tifhich  of  the  two  books  is  (best,  bettor)  for  xbs  to  read? 


mi  2X)1BLS  NEO/ITIVE 


UNIT  VII 


Do  not  use  the  negative  words  DO  or  NOT,  and  words  ending  with  -njtj 
with  other  negative  words  like  NOBODI, . HQTHXKG,  DCX'IS,  HABDLTj,  SCARCELy, 
BARE)[:,r,  NEVER,  ONLY,  NO  ONE,  NEITEER,  NOWHEaBtE,  BDT  (when  It  means  onOy). 
Using  two  negatives  makes  the  sentence  positive  in  meaning. 

Ebcainple: 

I doh*t  like  any  (NOT  none)  of  these. 

X couldn*t  go  anywhere  (NOT  nowhere). 

He  was  (NOT  wasn't)  barely  conscious# 

I could  (NOT  couldn't)  hard3y  move* 

Msercises  Some  of  the  following  are  incorrect  and  sosie  are  correct. 
Rewrite  the  incorrect  sentences. 

1.  I haven't  nothing  to  read. 

2o  I was  not  allowed  to  go  nowhere. 

3.  X didn't  see  no  one  in  the  car. 

There  was  no  time  left  for  dancing# 

5.  I've  never  been  to  no  happening. 

6.  Laura  hasn't  given  im  one,  iielthpr. 

7.  Haven't  you  forgotten  sonsething'/ 

8.  Leonard  hadn't  never  seen  Cafe  Figaro. 

9»  Mother  couldn't  hardly  hear  me., 

10.  We  did  nothing  but  dance  all  night. 

11.  We  could  scai‘oeIy  hear  the  actors. 

12.  I'm  sure  I lost  nothing,  neither  dey. 

13.  There  isn?t  but  one  maritime  training  high  school  in  New  Xork. 
ll;.  ¥e  couldn't  hardJy  talk* 

15.  I'm  not  going  no. more. 

16.  She  couldn't  hurt  nobody. 

17.  They  can't  come,  neither. 

18.  They  haven't  nobody  to  play  with# 

19*  I haven't  any  suit  to  wear. 

20.  In  our  country  we  haven't  but  four  kinds  of  poisonous  snakes. 
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UNUKCESSAHY  WORDS 

SotniB  worlds  add  nothing  significant  to  the  moaning  of  sentoncosj  othors 
are  merely  repetitious.  Omit  all  unnecessary  or  useless  words^  as 
those  underlined  in  the  following  sentences: 

brother  he  joined  the  Navy. 

This  here  pencil  is  hero* 

That  there  house  is  mine. 

Where  is  the  teacher  at? 

Take  your  feet  off  o£  the  desk. 

Tou  had  ought  to  study. 

What  kind  of  a girl  are  you? 

He  had  no  money  with  which  to  pa^'*  him  with. 

She  is  a woman  about  sixty  years  of  age. 

In  the  Bible  ^ says  there  were  giants  on  earth. 

I want  a wedding  party  of  about  the  siae  of  Lucy  Johnson* s. 

Exercise:  Draw  a line  through  all  unnecessary  words. 

1.  Jack  one  day  he  broke  his  leg. 

2.  Where  have  you  been  at  the  last  few  days? 

3.  The  us  had  ought  to  be  here. 

That  here  man  is  ny  father. 

5.  Get  off  of  that  there  car  I 

6.  She*s  the  kind  of  a person  who  looks  for  the  bad  in  people. 

7.  In  the  Constitution  it  guards  your  right  to  carry  weapons. 

8.  A hero  is  a person  to  whom  we  look  up  to. 

9*  Mrs.  Floyd  is  a motherly-looking  woman  of  about  forty  yeai’*i 
of  age. 

10.  Where  *s  the  men*s  room  at? 

11.  He  tore  it  off  of  his  own  shirt. 

12.  These  here  plants  need  to  be  watered. 

13.  He»s  got  a ring  on  of  about  the  size  of  a walnut. 

lit.  Xou  really  had  ought  to  see  that  there  doctor  I told  you  about. 
I5i  This  here  town  is  very  narrow  minded. 
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UNIT  VIII 


WORD  PAIRS 


!•  already  - means  previously. 

all  ready  - means  all  are  ready  (or  wholly  ready) 

2.  all  right  This  is  the  only  accepted  spelling.  There  is  no  word 

alright. 

3*  altar  - a table  or  stand  in  a church,  or  a place  for  outdoor  offerings 
alter  - means  to  change 

altogether  • entirely 

all  together  - everyone  in  the  same  place 

5.  bom  - given  birth 
borne  - cwried 

6.  brake  - device  to  stop  a machine 
break  to  fracture  or  shatter 

?•  capital  - of  major  importance;  punishable  by  dtiath;  chief  or  govern- 
ing city;  goods  or  stock 

capitol  - the  building- in  which  a state  legislature  meets;  a state- 
house 

the  Capitol  - the  building  in  Washington,  D.C.  in  which  the  Congress 

of  the  Ikiited  States  holds  its  sessions 

8.  cloths  - piece  of  cloth 
clothes  - wearing  apparel 


Ihiderline  the  correct  word  in  each  of  the  following: 

1.  The  damage  has  (all  ready,  already)  been  done. 

2.  Father  was  (all^ together,  altogether)  too  surprised  to  protest. 

3*  Events  have  (bom,  borne)  out  my  predictions. 

k»  Pete  is  an  (alter,  altar)  boy  at  'St.  inne*s  (3hurch. 

5.  If  you  (brake,  break]  a window,  you  will  pay  for  it. 

6.  When  you  are  (all  ready,  already)  I will  help  you. 

?•  Belgrade  is  the  (capitol.  capital)  of  Yugoslavia. 

8.  If  you  will  idter,  altav)  the  neckline,  I will  oiMer  the  costume. 
9*  Jfy  mother  was  (bom,  borne)  in  France. 

10.  Was  his  work  (alright,  all  right)? 

11.  We  used  old  sleets  for  cleaning  (clothes,  cloths). 

12.  We  will  (alter,  altar)  the  bui7.ding  to  suit  tenants. 

13.  The  dome  on  the  (capital,  Capitol)  is  illuminated  at  night. 

14.  Cars  are  (borne,  bom)  across  the  river  on  a ferry. 

15.  The  members  have  been  waiting  for  an  hottr  (already,  all  ready). 

16.  Everyone  was  wearing  his  best  (cloths,  clothes). 

(continued  next  page) 
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17.  Do  you  believe  in  (capitol,  capital)  pmiislMent? 

18.  I applied  the  (breaks,  brakes)  iiaraedi^telyo 

19.  Are  you  feeling  (all  right,  alright)? 

20.  The  farjjily  was  (all  together,  altogether)  on  wy  blrtMay. 

21.  The  (nauseous,  nauseated)  stiu^nt  was  #xcus@d  from  science  class. 

22.  They  (adapted,  adopted)  a s\;5)ercilious  attitude  towards  the  poor. 

23.  The  senator  (inferred,  in^lied)  that  the  official  was  corrupt. 

2ii,.  The  boy  was  (borne,  bom)  to  a concentration  canqp  during  the  War. 
25,  Gan  human  beings  (alter,  altar)  their  warlike  tendencies? 


Mant  - means  to  change  in  order  to  fit  or  be  more  suitable,  to 
adjust 

.gj^^opt  - means  to  take  something  and  make  it  one^s  own. 

10.  al-liiflion  - is  a reference  to  something 
illusion  - is  a mistaken  idea 

11.  discover  - means  to  find  something  which  has  been  in  existence  but 

unknown 

invent  - means  to  wake  something  not  known  before,  to  bring  something 
into  existence 

12.  imply  - means  to  suggest  s®*?sthing 

infer  - means  to  interpret,  to  get  a certain  meaning  a remark  or 
an  action 

13.  which  - refers  only  to  things 

that  - refers  both  to  people  and  to  tfdngs 
who  - refers  only  to  people 

CShoose  the  correct  expression  in  each  of  the  followings 

1.  To  survive,  an  animal  nmst  (adopt,  adap’  } to  its  enyironmant. 

2.  Some  adult  novels  have  been,  (adopted,  Mtpted)  for  young  readers. 

3.  This  is  a girl  (which,  that)  has  balent, 

1;.  The  speaker  (implied,  inferred)  that  he  was  a friend  of  the  I^sidenti's. 

5.  I implied,  inferred)  from  the  speaker's  remarks  that  he  was  the 
President's  friend. 

6.  His  writing  was  full  of  classical  (illuaidhs,  allusions). 

7.  Edison  (discovered,  invented)  the  electric  light. 

8.  Is  an  author  to  blame  for  what  the  public  (infers,  implies)  from  his 
work? 

9o  His  comments  (inferred,  implied)  that  he  did  not  believe  in  socialism. 
10.  In  spite  of  the  evidence,  he  clung  to  his  (allusions,  illusions). 

Ho  This  is  a book  (which,  whom)  I recomend  to  any  reader. 

12.  Einstein  (invented,  discovered)  the  principle  of  relativity. 

13.  Astronomers  are  still  (inventing,  discovering)  names  for  j^atlal 
bodies . 

m.  What  were  you  (rUf^lying,  inferring)  by  that  comment? 

15.  He  wanted  to  (adopt,  adapt)  Athens  as  his  city. 

(continued  next  page) 

-2i«. 


16.  The  term  **Si^  of  Jonas'^  is  a biblical  (illusion,  allusion) 

17.  Alexander  Graham  Bell  (discovered,  invented)  the  principles  of 
telephone  communication. 

18.  I acquired  a great  respect  for  the  Romans  (which,  whom)  we  studied 
in  Latin  class. 

19.  This  is  a book  (which,  that,  whom)  you  would  enjoy. 

20.  I (1^'ly,  infer)  from  what  you  say,  that  you  dislike  carrots. 

21.  ?sychoanalyiiis  can  assist  in  ridding  one  of  his  (allusions,  illusions) 

22.  Jesus  (invented,  discovered)  the  principles  of  Christianity. 

23.  Bolar  bears  are  able  to  (adopt,  adapt)  themselves  to  the  Aa^ctic 
climate. 

24.  Hie  harbored  the  ^and  (allusion,  illusion)  that  he  was  God. 

25*  Are  you  (implying,  inferring)  that  he  is  omniscient? 


Howotyyms 

li^.  coarse  - rough,  crude 

course  - path  of  action;  part  of  a meal;  a series  of  studies 

15.  complement  « something  that  completes  or  makes  perfect 

conplimeni  - a remark  that  says  something  good  or  flattering  about 
a person;  to  say  something  good. 

16 • consul  - r^resentative  of  a foreign  country 

council  - a group  called  together  to  accomplish  a job 
counsel  - advice;  the  giving  of  advice 

councilor  - a member  of  a group  organized  for  an  activity 
counselor  - one  who  gives  advice 

17.  desert  - a dry  region  (the  accent  is  on  the  first  syllable) 
desert  ^ to  leave  ( the  accent  is  on  the  second  syllable ) 
dessert  - the  final  course  of  a meal 

18.  formally  - conventionally,  properly,  according  to  strict  injles 
formerly  - in  the  past,  previously 

- (possessive)  indicates  ownership 
it*s  - it  is 

^ore  late 

latter  - the  second  of  two 


Exercise  Tinderline  the  correct  choice  of  word. 

1.  Our  (counsel,  council,  consul)  in  E<»amiis  has  returned  to  Washington. 

2.  I enjoyed  the  dinner  but  not  the  (dessert,  desert }• 

3*  Try  to  avoid  (coarse,  course)  language* 

U.  Mr.  Abrams  was  (formally,  formerly)  vice-president  of  the  bank* 

5.  No  (counselor,  councilor)  may  *^erve  more  than  three  years  on  the  council* 

6.  I do  not  enjoy  parties  conducted  as  (formally,  formerly)  as  this  one. 

7.  The  walls  of  the  room  were  papered  but  (its,  it's)  ceiling  had  been 
painted. 

8.  Some  people  are  distrustful  of  (compliments,  conqplements). 
p*  We  are  not  sure  which  (coui'se,  coarse)  to  follow* 

10.  (Desert,  Dessert)  soil  is  often  fertile  if  irrigated* 

11.  Are  you  sure  (it's,  its)  hot  too  late? 

12.  I i^ent  five  summers  working  in  a camp  as  a (counselor,  councilor). 

13.  A golf  (course,  coarse)  requires  continual  care* 

li;.  I spoke  to  the  major  and  the  si^erintendent;  the  (later,  latter)  was 
more  cooperative. 

I can't  recall  his  ever  giving  me  a (compliment,  complement)  on  my 
writing. 

16*  The  soldiers  who  (deserted,  desserted)  were  finally  caught. 

17*  The  guidance  (counselor,  councilor)  advised  me  to  take  the  teat* 

18.  During  his  senior  year,  Albert  (lead,  led)  the  team  to  a championship. 
19*  Have  you  finished  yom.‘  (course,  coarse)  in  hygiene? 

20.  These  supplies  will  (compliment,  complement)  those  you  (already,  all 
ready)  have. 

21.  Are  you  feeling  (all  right,  alright)? 

22.  his  sarcasm,  we  (inferred,  implied)  that  he  was  (annoyed,  aggravated) 

23.  He  has  (bom,  borne)  his  hardships  bravely. 


SPELLING  REym'  

In  each  of  the  following  cases  only  one  of  the  words  is  misspelled.  Re- 
write it  correctly  in  the  space  at  the  right. 


lo  access,  accept,  abreviate,  advice  1.^ 

2.  accidentaly,  accustom,  aisle,  already  2.^ 

3*  absurd,  affect,  angle,  accomodate  3.*" 

Uo  aggrevate,  altar,  across,  among 

5.  anxiety,  acquainted,  alotted,  always  5.” 

6.  artic,  ai*gument,  ai'ouse,  analyze  6.” 

7.  accessable,  alumna,  alter,  ambiguous  7.“ 

8.  appropriate,  arising,  amatuer,  airplane  8.” 

9.  arithmetic,  ascend > ascertain,  athelete 

lOo  audience,  auxiliai^r,  audable,  annual  10.”" 


In  ®ftch  of  the  following  spell  out  the 
or  *'ei”  combination. 


1.  ach  vement  6. 

2.  pr  St  7. 

3.  cone  ve  8* 

1*.  sover ^jgn  9* 

5.  fr  nd  10* 


woi^  by  si^jplying  the  proper 

rel ye 

al  gh 
1 sure 

s ^ze 

n ce 


Spelling  DriU  #2 

In  each  of  the  following  cases  only  one  of  the  words  is  laisspelled. 
Eewrite  it  correctly  in  the  space  at  the  right. 


becoming,  bis  dLt,  borae,  boundaries 

2.  busy>  captin,  cemetery,  choose 

3.  chargeable,  corse,  coming,  committee 
cafeteria,  begging,  blamable,  based 
athletic,  Britain,  baring,  oLothse 

6.  announcement,  baseball,  balance,  cozy 
7^  begger,  chose,  chosen,  cite, 

8.  bureau,  brilliant,  business,  coium 

9.  calinder,  benefited,  compel , concede 
IP#  corps,  conquerer,  course,  counsel 


In  each  of  the  following  write  E in  the  space  at  the  right  if  an  is 
needed.  Write  N if  it  is  not  needed.  Write  C if  the  word  is  correct  as  is. 

1.  announcement  arrangement 

2.  treasurer  _ 7.  losing  __ 

3.  writeing  __  guideance 

lu  virtuous  desireable 

5.  haveing  10.  definitly 
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spelling  Drill  3 


In  each  of  the  following  only  one  word  is  misspelled.  Rewrite  it 
correctly  in  the  space  to  the  write. 


1.  defendant,  derived,  describe,  develop  1, 

2.  digging,  disease,  dissipline,  don*t  2. 

3*  eigth,  eligiblLe,  eminent,  ewplojyees  3. 

li.  ecstasy,  eliminate,  embarassament,  enemy  U. 

5.  excellent,  except,  exagerate,  eaqoense  5* 

6.  fiery,  fascinate,  Febuary,  familiar  6. 

7.  forgeing,  fonnally,  fourth,  friend  7. 

8.  furniture,  fifth,  fullfil,  forfeit  8. 

9*  gauge,  grammer,  grandeur,  guard  9. 

10.  heroes,  hypocrisy,  harrass,  hesitancy  10. 


Combine  each  of  the  following  words  and  suffixes.  Write  the  new  word 
in  the  ^ace  at  the  right. 


1.  joy  and  full 

2.  hurry  and  ed 

3.  scurry  and  ing 
1|.  buoy  and  ed 

j^oon  and  fuD. 

6.  mercy  and  less 

7.  shy  and  ness 

8.  aUay  and  e"d 
9*  day  and  ly 

10.  bahy  and  ish 


1. 

2. 

3. 

7. 

9., 

10c 
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Spelling  Drill  it. 

In  etch  of  the  foUoiring  cases  onl;^  one  word  has  been  misspelled. 
Bewrite  it  cirrectly  in  the  space  to  the  right. 

1.  iwediately,  incidents,  infinite,  influeiice  1. 

2.  intelligible,  indispensible,  itself,  instance  2.  ^ 

3.  teesistible,  lightning,  libary,  literature  3*‘ 

h.  loose,  lying,  labratory,  Mdnaper  — 

5*  mantle,  maneuver,  maintinence, 

6.  marrige,  muscle,  mattress,  naive  6,  ‘ ~ 

7*  necessary,  neither,  Negros,  nickel 

8.  niece,  ninty,  noticeable,  nowadays  8„  

^9*  occasion,  omission^  origin,  occured 

10.  partner,  peaceable,  permissable,  persuade  io.~" 


In  each  the  following  cross  out  the  word  in  which  the  final 
consonant  has  been  incorrectly  doubled  before  a suf.‘flx. 

1.  dropping,  travelling,  levelling,  gallqpped. 

2.  dinning,  plmmed,  sailling,  occurring 

3.  containning,  wetting,  stopper,  limitting 

4.  expelling,  offerring,  regrettable,  debitted 

5.  hitter,  slippery,  planning,  talkking 
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SpeUlng  Brill  #5 


Write  the  letter  of  the  inisspelled  word  in  € 

moh  group  on  the  line  at 

the  left. 

1.  A)  worthvness 

B)  annoying 

a)  ladylike 

O)  liklihood 

2.  A)  friend 

B)  rssponsiblities  C)  handkercheif  0}  moccasin 

3.  A)  S3naraetrical 

B)  naptha 

C)  mediocrity 

D)  parliamentary 

lir  A)  accede 

B)  dryly 

C)  parallel 

D)  grievious 

A)  usable 

B)  achievment 

C)  lovely 

B)  argument 

6.  A)  stoical 

B)  conceed 

C)  align 

D)  awful 

7.  A^  doubtful 

B)  artful 

C)  picnicked 

B)  proceed 

8.  A)  truffle 

B)  irrelevant 

C)  plfiyright 

D)  sestet 

9.  AJ  embaiTassinff 

B)  sieze 

C)  anesthesia 

B)  colossal 

10.  A)  entirely 

B)  couragous 

C)  perseverance 

B)  pedagogue 

11.  A)  priest 

B)  millionaire 

C)  occurrence 

B)  supercede 

12.  A)  prophesied 

B)  antecede 

C)  soulfull 

B)  innocuous 

13.  A)  babsrs 

B)  betrayed 

C)  tarrying 

B)  merriment 

Hi.  k)  indispensable 

B)  predjudice 

G)  idiosyncrasy  D)  hypotheses 

l5o  A)  recoinraend 

B)  rococo 

G)  occurrance 

D}  sensible 

16.  A)  connoisseiirs 

B)  panickey 

C)  judgment 

D)  counsel 

17.  A)  wierd 

B)  rhybhm 

G)  government 

D)  cal.endar 

18.  A)  forty 

B)  altogether 

G)  inter seed 

D)  representative 

19.  A)  regretable 

B)  forfeit 

C)  maintenance 

B)  dissatisfied 

20.  A)  pronunciation 

B)  aggravate 

G)  category 

D)  accident aly 
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IRODBUSSOMB  WOEiBS  - FiERAim  SICBQCmE 
lAm  Preliininaiy  Exercise:  Underline  the  correct  choice: 

1.  (Can>  May)  we  register  for  two  classes  at  the  same  time? 

2.  Would  you  please  (bring,  take)  this  check  to  the  bank? 

3.  Einstein  (immigrated,  emigrated)  to  America  from  Germany* 

L The  Smiths  live  (farther,  further)  down  the  street  than  we  do. 

5.  Emily  won*t  go  (without,  unless)  her  friend  is  invited  also. 

6.  Will  you  please  stop  (aggravating,  Mincying)  me? 

7.  (Almost,  Most)  everyone  there  knew  the  candidate. 

8.  Please  do  (as,  like)  your  teacher  says. 

9.  We  have  sold  an  unusually  large  (number,  ajaount)  of  tickfets. 

10.  Harry  does  (good,  well)  in  most  subjects. 


IB.  Es^lanation  of  Usage 

la.l^  we  come  home  late? 
b.Gan  you  fix  carburetors? 

means  permission  or  possibility,  pan  means  ability. 

2a.  Take  this  lassp  over  there, 
b.  Bring  me  that  magazine. 

Take,  means  carrying  awav. 

Bring  means  cariylng  toward  speaker. 

3a.  Braun  immigrated  to  America  from  Germany, 
b.  Few  Americans  are  emigrating  to  Canada. 

Immigrate  means  come  into  a country. 

Emigrate  means  go  from  a country. 

The  plane  got  farther  away. 

b.  Let's  get  further  in  our  work. 

c.  Further  work  will.  Ije  assigned. 

Farther  means  greater  distance  in  space. 

Further  means  greater  distance  in  time  or  degree g it  also  means  additional 

5a.  Don't  leave  without  your  gift. 

Don't  leave  unless  you  must. 

Without,  a prtsp.,  means  lacking. 

Unless,  a conj.  means  except  when  or  except  that. 

6a.  Noise  aggravated  his  headache, 
b,  Ed's  remark  annoyed  Mom, 

AggT*avate  means  make  worse. 

*•  fcpi  Ii,  I r«>v.“,  X : '’tv 

irritail®.  makve  msr.v. 
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7a*  We  were  almost  finished  on  time, 
b.  Most  people  voted  at  night. 

Almost,  adv.,  means  nearly. 

Most. . adj,,  means  greatest  in  number. 

6a*  Fe  runs  like  a chanpion. 
b.  He  does  ^ he  is  told. 

Like,  a prep.,  takes  an  object. 

As.  a conj.,  doss  not  take  an  object. 

^a.  They  asked  a large  number  of  questions, 
b.  Give  ns  any  amount  of  sugar. 

Number  is  used  with  a plural  word. 

Amount  is  used  with  a singular  word. 

10a.  He  dances  well. 

b.  He  is  a good  dilver. 

Well  is  an  adverb. 

Good  is  an  adjective. 


IC.  The  following  sentences  are  numbered  to  correspond  with  the  order 
of  the  usage  problems  given  above.  Insert  in  each  blank  the  word 
that  would  be  appropriate  for  the  sentence. 

lo  you  prove  you  are  a licensed  driver? 

this  note  to  ray  father  when  I go  home. 

3*  The  government  tried  to  discourage  into  this  country. 

I think  I live  from  town  th^  you  do. 

. it  stops  raining,  the  march  will  have  to  be  canceled. 
6.  She  was  that  Betty  had  not  accepted  her  idea. 

?.  Carnegie  Hall  always  has  capacity  crowds. 

8.  Play  your  part  the  director  tells  you. 

9o  This  game  may  be  played  by  any ^of  players. 

10.  Mp.  Harrison  recited  poetry  very 


o 
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TaOUBLBSCME  WORDS  (11-20/ 

IIA,  Preliminary  Ebcercisiej  T&iderline  the  correct  choice: 

11.  Yoxir  instructor  shall  (learn,  teach)  you  some  diction. 

12.  This  was  a (real,  really)  good  book. 

13.  To  pass  the  course,  you  must  try  (and,  to)  do  better, 
llj.  The  reason  you  can®t  see  the  eclipse  is  (that,  because) 

clouds  are  covering  the  sky^ 

15.  (Since,  Being  that)  Wilson  High*s  group  practiced  so  much, 
they  won  easily. 

16.  The  parade  is  on  (regardless,  irregardless)  of  what  Mayor 
Franklin  says. 

17.  Philip  iiriello  has  never  been  (anywheres,  anywhere). 

18.  A book  report  (is  when  you  write,  is)  an  essay  on  a book 
you  have  read. 

19.  Harold  is  very  different  (than,  from)  his  brother. 

20.  Browning  (s\ire,  surely)  was  a great  poet. 

IIB. Explanation  of  Usage  (11-20) 

11  *a.  ¥e  learn  much  from  books 
b.  Mr.  Fox  teaches  us  math 
2^am  means  to  gain  knowledge. 

Teach  means  to  g:ive  instruction. 

12. a.  Our  dog  is  a real  collie. 

b.  He  really  knows  hi.s  subject. 

Heal  a ad  jo,  means  genuine  o 
Really,  adv.,  means  very  or  truly o 

13. .  . Wrongs  These  days  one  must  try  and  do  something  for  himself. 

Ki^ht':  These  days  one  must  try  do  something  for  himself. 

11*.. . Wrongs  The  reason  we»re  not  going  is  because  5«t*s  raining. 
Rights  The  reason  we*re  not  going  is  that  it*s  I'aining. 

15.. .  Wrongs  Being  that  the  weather  is  so  bad,  we®  11  stay. 

Rights  Since  the  weather  is  so  bad,  we® 11  stay. 

16..  . Wrongs  The  show  goes  on  irregardless  of  who  shows  up. 

Right g The  show  goes  on  regardless  of  who  shows  up. 

17.. .  Wrongs  They  can'^t  go  an:yrwheres. 

Rights  They  can*t  go  an:/where. 

18.. .  Wrongs  Folk-rock  is  when  you  mix  folk  rau,sic  with  rock  and  roll. 

Rights  Folk-rook  is  folllc  music  mixed  with  rock  and  roll. 

■K-Don*t  use  is  when  in  d©riniti.oi5.s. 

Ip...  Wrongs  Boxers" are  different  than  i.:)OQdles. 

Rigl^s  Boxers  are  different  from  poodles. 
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20...  Wyong;  Ify  friends  were  sure  delighted  by  my  performance. 
Eight;  friends  were  surely  delighted  by  ray  performance. 

lie.  Insert  in  the  blanks  one  of  the  two  words  from  the  correspondingly 
numbered  sentences  above  (11-20), 

11,  Last  yearns  experieiices  us  a great  deal. 

12  • That  was  a , beautiful  day . 

13.  Our  parents  hope  we  work  make  ^something  of  ourselves. 

lU,  The  reason  for  our  poor  performance  was  we  were  tired. 

15.  The  event  was  canceled  no  one  registered  on  time, 

1^*  ^of  why  it  happened,  someone  will  be  accountable. 

17.  witnout  suificient  funds,  a vacationer  can*t  go  * 

18,  1‘ietaphor  one  thing  compai‘ed<4jo  another  without  using 

like  or  as. 

19*  Eugby  is  different  in  all  of  its  rules  and  activities 
cricket , 

20.  The  delegates  were  happy  that  their  man  won, 

Illi  Parallel  Structure 

Parallel  structure  means  two  or  id^as  in  a sentence  are 
e3q>ressed  in  the  same  grammatical  form. 

SSt*  Anthony  enjoys  running,  wrestling,  and  to  bex, 

But:  iinthony  enjoys  running,  wrestling,  and  boxing. 


3h- 


Exercise  III  - (Parallel  Structures)  Tftiderliriie  the  correct  choice  in  the 

foUowingi 

!♦  The  doctor  recommended  plenty  of  food^  sleep>  and  (exercising, 
exercise}. 

2.  Passing  the  oral  test  is  usually  more  difficult  than  (to  pass, 
passing)  the  written  test. 

3.  The  po^  makes  you  feel  the  rolling  of  the  cannon,  the  running 
of  the  horses,  and  (how  afraid  the  solders  were,  the  fear  of  the 
soldiers). 

U.  His  stories  are  exciting,  fascinating  and  (they  baffle  me, 
baffling). 

5.  Our  neighbor  is  helpfxa,  friendly,  and  (he  talks  a great 
deal,  talkative). 

6.  Paperback  books  are  handy,  inexpensive,  and  (you  can  get  fchem 
anywhere,  easily  available). 

7.  To  climb  the  mountain  is  much  more  fun  than  (to  go,  going)  up 
by  the  scenic  railway. 

8.  The  modem  automobile  has  the  advantages  of  strength  and 
(being  speedy,  speed,  moving  swiftly). 

9.  To  play  fair  is  as  iirqportant  as  (playing,  to  play)  well. 

10.  To  gain  entrance  they  tried  both  persuasion  and  (force, 
to  force  their  way  in). 


r, 


WORD  PSAGE  unit  71 

Note  that  answer  no.  1 is  identical  in  each  case  with  the 

e:q}res3ion  in  the  passage. 

Read  the  passage  in  its  entirety  before  answering  the  questions. 

Irregardless  of  critical  trends^  T;S.  KLiot  1*  l)lrregardles8 


surely  stands  high  amotgthe  Twentieth  Century’s 
2 

principal  poets.  One  reason,  however,  that  his 

3 

greatness  has  been  recently  questioned  is 
because  todays*  authors  tend  to  distrust  Eliot’s 

h 

highly  controlled,  tradition-conscious  similes. 


2}Bega]^l88S 

2.  l)surely 
2}sure 

3.  l)principal 
2)principle 

k*  l)because 
2)that 


Since  most  all  poets  try  to  create  real  effective  l)Since 

2)Being  that 


6.  Ijmost 
2}almost 

7.  l)try  to 
2)try  and 

8.  l)real 
2)really 


^ 7 ^ 

coii^arisons,  were  Eliot’s  efforts  any  different 

than  today’s?  Can  present-day  poets  say  that 
9 10 

Eliot  tried  and  escperienced  only  failure?  A 

11  ^ 

quick  look  will  show  that  nothing  could  be 

further  from  the  truth. 

12 

A simile  is  when  a comparison  uses  like  or  as. 9.  l)than 

13  2)frora 

When  it  takes  the  imagination  to  an  extraordinary 

il*  55  10.  i)cmi 

new  perspective,  a simile  shows  its  power — like  in  2)M^ 

“U  17 

this  example,  written  ly  a young  poet  in  19^8?  11.  Inexperienced 

only  failure 

”The  archaic  ivory  chessman  are  terrified.  / Like  2 )f ailed 

snowmen,  they  melt  in  your  mind’s  white  glare.”  To  12.  l)further 

2)farther 

pursue  our  point,  lets  compare  this  to  a line  by 

l8  13.  l)correct  as  is 

Eliots  ”The  world  revolves  like  ancient  women/  2)is  a coir^ari- 

son  using  like 

Gathering  fuel  in  vacant  lots.”  Unless  you  insist  or  as. 

1^ 

on  engaging  in  an  aggravating  argument,  Eliot’s  line  li*.  l)  takes 

20  2)  brings 

is  certainly  not  the  worser  of  the  two. 

21 
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Hoifheres  in  the  literature  of  our  centtizy^  can  • 
one  find  the  number  of  quotable  similes  appearing 

in  16. 

in  T.S.  Eliot's  works.  In  fact^  both  before  and 


taiught  innumerable  young  poets  what  poetic 
'if  " 

conqparisons  could  do.  Wliy  even  the  young  poet 
quoted  above  owes  a great  artistic  debt  to  Eliot's 
earlier  lead.  Sure.  T.S.  KLiot  will  be  remembered 

ur 

*not  for  an  age,  but  for  all  time." 


17. 

18. 

19. 

20. 
21. 


22. 


23. 

2h. 

25. 

26. 


27. 


1 )extraordinar  y 

2 )extraordina3,*iIy 

1) its 

2) it»s 

Dlike 

2)as 

1) lets 

2) let*s 

1) urLLess 

2) without 

1) aggravating 

2) annoyiii‘g 

1) worser 

2) worse 

1) Nowheres 

2 ) Nowhere 

1) can 

2) may 

Ok 

1) number 

2) amount 

l)inimigrated 
2 )eifligi»ated 

1) taught 

2) leamed 

1) young 

2) younger' 


28.  l)Sure 
2)Surely 


wow  U3AQ®  REVIE5X 


I A,  Preliminary  Bxercise:  Underline  the  corj^^ect  choice  in  each  of 

the  following  sentences, 

1.  In  schools,  teachers  (adviae,  advice/  their  students 
to  listen  closely, 

2.  life  were  (altogether,  all  together)  wrong  in  our  opinion* 

3i  I felt  the  (effect,  affect)  ^'>f  the  explosion. 

h.  No  one  could  (of^  ) rne  aed  the  skipper  from  the 
reef. 

f>.  The  dog  wagged  (it‘s,  its)  tail. 

6.  Following  the  divine  comraaii??s,  Moses  (lead,  led)  the 
tribes  of  Israel, 

7*  The  escapee  managed  to  (lose^  *J.oose)  his  pursuers. 

8,  Did  you  see  that  horse  gallup  (passed,  past)  the  finish 
line. 

P At  our  graduation  the  state  senator  was  the  (principle, 
principal)  speaker, 

10.  He  was  (quite,  quiet)  tired  from  working  overtime. 


IB  Sxpl^uaation  of  Usage  (X*10) 

l,a)Lawyers  advise  their  clients. 

b/Laviyers  give  to  us. 

Advise i a verb,  meanj  to  counsel 
Advice,  a noun,  means  opinion. 

2-.r-)]Jk>  were  altogether  wrong. 

b)We  went  home  all  together. 

Altogether  means  completely. 

All  together  means  all  of  them. 

3.a)He  seems  to  affect  our  emotions. 

b) We  shall  effect  the  change. 

c) We  feel  the  effect  of  smog. 

Affects  a verb,  means  influence . 

Effect,  as  verb,  means  bring  about 
Effect,  as  noun,  means  result. 

l4.,a)You  should  have  been  there. 
b)The  rest  of  us  protested. 

Have  is  often  a helping  verb:  should  have,  would  have. 
Of,  a prep.,  takes  an  object, 

^.a)It*s  a beautiful  day. 

b)The  bird  emitted  its  cry. 

It *8  means  it  is. 

Its  means  belonging  to. 


imc 


-38- 


6.  a)  The  general  led  his  troops, 
b)  ¥e  may  lead  the  way. 

Led. is  the  past  tense  of  to  lead. 

Lead  is  the  present  tense  of  to  lead. 

7.  a)  Did  you  lose  your  pxurse? 
b)  Why  is  your  cat  loose? 

Lose 3 a verbal  means  part  with  accidentally. 

Loose 3 an  adj.;,  means  free .9  unattached. 

8.  a)  We  passed  our  school. 

b)  We  went  past  our  school. 

Passed 3 a verb^  means  to  go  ty. 

Pasts  as  preposition,  takes  an  ooject. 

Past,  as  noun,  means  time  gone  by* 

Past 3 as  adjective,  niean.s  gone  t^. 

9*  a)  Review  each  principle  of  good  usage. 

b)  The  principal  cause  of  failure  is  absence. 
Principles  a noun,  means  fundamental  law* 
Principal,  a noun,  or  adj.,  means  main. 

10.  a)  That  was  quite  a party! 

b)  A sleeping  child  is  a quiet  child. 

Quite 3 an  adverb,  means  completely. 

C^iets  an  adjective,  means  still , soundless . 


The  following  sentences  are  nmbered  to  correspond  with  the 
order  of  the  usage  problems  given  above.  Insert  in,  each  blank 
the  word  that  would  be  appropriate  for  the  sentence. 

1.  You  had  best  your  friends  to  go  early. 

< 2o  The  team  was  mistaken  in  choosing  Ralph  as  captain 

3.  The  crisis  may  of  the  election. 

ho  If  you  had  practiced,  you  could^ _j>layed  with  our  group 

time  that  an  animal  will  show  worst  side  if 

cornered. 

60  Has  lir.  Roberts  the  Sunday  morning  choir? 

7o  connections  may  result  in  faulty  eleotrical 

operation, 

8.  Paul  skated  his  friends  as  they  rounded  the  ten. 

9.  Dhity  is  a idea  in  aesthetics. 

10.  Although  she  talked  little,  Alice  was  ^at  ease. 


Troublesome  words  (Ll-20) 


Exercise*  Underline  the  correct  choice* 

H.  (Besides,  Beside)  this  method,  we  tried  three  others, 

12.  As  the  procession  csme  (in,*  into)  the  stadium,  the  crowd 
roared. 

13.  We  divided  the  work  (among,  between)  three  people. 

14.  Although  hostile,  the  audience  listened  (respectfully, 
respectively) , 

1|.  Our  new  plan  is  better  (then,  than)  our  old  one. 

16.  Concentrate  not  only  on  the  moves  but  on  your  ooponent 
(to,  too). 

17*  (Leave,  Let)  him  do  what  he  wants  to  do. 

18.  (Their,  There)  home  was  purchased  through  a G.I.  loan, 

19.  lAiaak  provides  (continuous,  continual)  music  for  clients. 

20.  He  earned  money  by  selling  boxes  of  personalized  (stationary, 
stationery). 


IIB,  Explanation  of  Usage  (H-20) 


11* a)  ¥e  stood  beside  the  highway, 

b)  Besides  this  method,  we  tried  one  other* 

c)  Besides,  I’m  already  late. 

Beside,  a prep.,  means  by  the  side  of. 

Besides,  as  prep,,  meansjju"  addition  to;  as  adverb,  moreover. 


12. a)  They  are  meeting  in  his  office. 

b)  We  walked  into  his  office. 

In  means  within. 

Into  me::!nl3  movement  from  outside  in. 


13.^)  The  pall  went  between  Phil  and  him. 
b)  She  ^ never  aF  ease  among  boys. 

L ““‘i^^with  two  things, 

more  than  two. 


"Pjl^ech,  they  applauded  respectfiiHyr 
^ red,  and  yellow  sweaters  belong  to  Jo,  May,  and 
Barbara  respectively . 

Respectfully  means  with  proper  respect. 

Respectively  means  in  the"^der  stated. 


I5<>a)  I walk  faster  than  you, 
b)  Then  the  car  broke  down. 

Than,  a conj.,  is  used  in  comparisons. 
Then,  an  adv.,  means  at  that  time. 


16 0 a)  Pleaae^  go  ^ the  door. 

b)  We  attended  the  dinner  too. 

c)  The  price  was  too  high. 

To,  a prep.,  takes  an  object. 

^00 ii  means  alsos  it  also  may  mean  excessively. 

17 o a)  Let  ns  go  with  you. 

b)  Leave  the  house  at  nine. 

Let  means  allow » permit. 

X»eaVe  means  go  away,,  depart  from. 

18.  a)  There  is  no  one  here. 

b)  Put  the  table  over  there . 

c)  Their  request  was  granted. 

There  fills  out  a sentence  (a)|  also  indicates  place  (b) 
^heir  shows  ownership. 

19 0 a)  Skating  req-gires  continual  work. 

b)  The  rain  was  continuous  for  hours. 

Continual  means  frequently  repeated . 

!^Qg::yrnuouq  means  without  jj^^ruption. 

20.  a)  Most  railroad  signs  are  stationary, 
b)  Write  yoiu^  letters  on  good  station'e^v. 

_Stationary.  an  adj.,  means  fixed.  ' 

Stati^ie^,  a nomi,  refers  to  writing  materials. 


lie.  FolloW“Up  Exercise.  Pill  in  the  blanks  by  inserting  one  of  the  two 
words  from  the  correspondingly  nujubeved  sentence  above  (11-20) 

11.  I managed  to  park  tk®  curb. 

12.  Soever  was  drafted  the  arriTy  where  he  stsored  boot  cair® 

for  10  weeks.  <— 

Sind  me,  this  team  can't  possibly  win. 

Ih.  Grades  of  B^,  A,  and  C were  given  in  math,  English,  and  art, 

15.  I'd  rather,  read  the  paper  watch  TV« 

16  0 There  were  many  people  going  the  shew. 

17 o Will  you  please  me  bring  desert. 

arguments,  his  motion  would  pass. 

IP.  Prof,  Windhami  visited  the  Folger  Library 

20.  Fii’j.e  makes  correspondence  more  pleasurable. 


III. 

Use  my  five  troublesome  words 


in  original  sentsnbes. 


1. 


2 


3. 


'C/NMI 


5* 


!Erottbleaoina  Words  s 


Circle  the  letter  of  your  choi  ce  in  the  numbered  questions  to 
the  right.  Each  qo^stion  corresponds  to  a numbered  word  in  the 
passage. 

When  we  see  difficult  word  pairs>  it *8  not  !•  a*  correct  as  is 

b.  its 


easy  to  be 


sure  of  which  word  to  choose.  2. 


The  advise  of  others  is  often  to  confusing  to  help  3* 

~~5—  F 

US.  The  affect  of  their  help  is  usually  to  make 

IT”’  -S — 

us  lose  what  little  memory  we  have  of  the  things  5* 
7 

we  learned  in  the  passed.  In  all  liklihood,  we  6. 

could  of  eliminated  our  mistakes  long  ago  had  7. 

9 

such  people  not  intruded  there  ideas.  8. 

10 

Its  veiy  hard  to  tell  your  friends  to  9, 

U 

leave  you  alone.  They* re  quiet  sure  they  know  10, 
12 

the  best  way  to  study.  They  have  been  led  to  li. 
believe  they  have  discovered  the  basic  principals  12, 


underlying  eas7  stridy  habits. 


13, 


a.  correct 

b.  all  together 

a.  correct 

b.  advice 

a.  correct 

b.  too 

a,  correct 

b,  effect 

a.  cozTect 

b.  there 

a.  correct 

b.  loose 

a.  correct 
bo  past 

a,  correct 

b.  have 

a,  correct 

b.  theix^ 

a,  correct 

b,  it*s 

a,  correct 

b.  to  let 

a,  correct 

b.  quite 

a.  correct 
bs  lead 


1^,  a.  correct 
b,  principles 


Having  been  through  the  struggle  himself;,  l6o  a.  correct 

bo  past  • 

a friend  may  demand,  JfWho’^s  the  one  who  has.  17.  a.  correct 

• ■.  ,,  ■ ^b.  •then.  .■ 

already  passed  through  this?*>  Then  he  18.  a.  correct 

, 16  17  b.  except 

proceeds  to  help,  whether  you're  prepared  to 
accept  help  or  not. 


Troub7e^ofae  Words 

Circle  the  letter  of  your  choice  in  the  r ombered  question  to  the 
righto  each  question  corresponds  to  a numbered  word  in  the  passage. 


Those  quite  late-night  chats  between  just 
1 " 2 

two  people  lead  us  into  a more  meani.ngful 
3 

friendship  then  either  had  ever  experienced 
before.  Beside  engaging  in  numerous  dialogue 


1.  a. correct 
bo  quiet 

2.  a.  correct 
b.  among 

3 a.  correct 
b,  led 

k»  a.  correct 
b.  in 


about  fundamental  personal  principals j we 

7 , 

listened  respectfully  too  each  other's  private 

5 9 


ru  correct 
b than 

6.  a.  correct 
b.  besides 


hopes  and  dreams.  There  seemed  to  be  continuous 

10  11 

growth,  rather  than  the  stationery  balance  that 

12  13 


7.  a.  correct 
bo  principles 

8o  a.  correct 
b.  respective 


\ 


marks  a loser  relationship.  ¥e  were  altogether 

“nr  IS 


9*  a ..correct 
bo  to 


certain  that  if  we  let  otir  mutual  probings  run 

TT 

there  natural  course,  the  affect  would  be 

’"yf  W~ 

salutary*  Mow  that  its  all  in  the  passed,  we 

19  20 

know  we  were  right. 


10,  a.  correct 
b,  their 

11,  a.  correct 
b«  continual 

12,  a,  correct 
b,  then 

13,  a.  correct 

b.  stationary 

lU,  a,  correct 
b.  looser 

15.  a,  correct 

b.  all  together 

16,  a.  correct 
b.  left 

17®  a,  correct 
b,  their 

18.  a.  correct 
b,  effect 

19.  a,  correct 
b,  it's 

20.  a,  correct 
b,  past 
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LESSON  m 


THE  UNITED  STATES  CONSTITUTION 


Topic  - Background  and  Division  of  Powers 


A.  Events  leading  up  to  the  Constitution 

!•  Brief  overview  of  causes  and  result  of  the  Revolutionary'  War. 

2.  Constitutional  Convention. 

a)  In  Philadelphia,  I787.  Present  were  Washing ton ^ Franklin, 
and  Madison,  etc. 


B. 


C. 


Basic  concepts  in  the  Constitution 

1.  Division  of  Powers  - Federal  government  is  divided  into  three  parts. 

2.  Executive  Branch  - President  of  the  United  States 

a)  Qualifications  - over  35  years  old,  native  born.  ,, 

b)  Duties  - appoints  heads  of  departments.  Commander -in- Chief  of 

the  Armed  Forces,  controls  foreign  relations,;  si^na  or  vetoes  bills. 
3»  Legislative  Branch  - Congress. 

a)  Senate  - two  from  each  state,  regardless  of  the  size  of  the  state. 

b)  House  of  Representatives  - 435  members  accvording  to  population 
of  the  state 

c)  Duties  of  Congress  - pass  laws,  make  taxes,  regulate  interstate 

commerce  , 

4.  Judicial  Branch  - United  States  Supreme  Court 

a)  Eight  justices  and  a Chief  Justice  appointed  by  the  President  foh 
life. 

b)  Duties  - f«.les  on  laws  made  by  Congress  by  process  called  judicial 
review.  Court  decides  on  constitutionality  of  a law. 

Rela«;ed  Vocabulary  Lesson  #1,1  - 14 


1 . democracy 

2.  bicameral 

3.  veto 

4.  suffrage 

5.  representative 

6.  impeach 

7.  majority 


8.  minority 

9.  unanimous^ 
to.  ratify 

M . i nter dependent 
12.  1 i bera 1 
1 3 • conservati ve 
l4o  cabinet 
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LESSON  #2 


U,S.  CONSTITUTION 
Topic  - Basic  Principtes 

A.  Checks  and  Balances 

K System  used  in  order  to  prevent  the  rise  of  dictatorship.  Each 
branch  of  government  checks  the  other  while  they  are  also  Inter* 
dependent.  (Review  Lesson • 

example  ~ both  parts  of  Congress  are  needed  to  pass  a law,  the 
President  may  sign  it  or  veto,  the  Supreme  Court  is 
the  final  judge  of  a law's  consi tutional 1 ty. 

B.  Separation  of  Powers 

U Delegated  powers  - powers  given  only  to  the  Federal  governr/^ento 
example  « coins,  money,  declares  war,  post  office 
2.  Residual  powers  - powers  reserved  only  to  the  states. 
example  - education,  marriage  and  divorce  laws,  licenses 


3* 


Concurrent  powers  - powers  shared  by  both  the  Federal  and 
State  governments. 

example  - l:axation,  police  powers 

C.  Bill  of  Rights  - the  first  ten  amendments  to  the  Constitution 
guarantees  important  civil  and  political  rights. 

exarnple  - freedom  of  speech,  religion,  right  to  assemble, 
right  to  bear  arms,  etc. 

D.  Separation  of  Church  and  State 

1.  Congress  is  forbidden  to  set  up  an  established  religion  or 
support  one  religion. 

2.  Great  importance  in  a democracy. 

E.  Related  Vocabulary  Lesson  ^2,  1«11 


1 • delegated 
2.  concurrent 
3*  police  powers 

4.  states  rights 

5.  petition 


6.  implied 

7.  dictatorship 

8.  totalitarianism 

9«  custom  and  tradition 
10.  amendment 


MlBlfflffTlTlMJ 
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LESSON  /y3 


ECONOMIC  GROWTH  OF  THE  UNITED  STATES 

Topic  - The  Industrial  Revolution  Changes  America 

A.  Life  before  the  Industrial  Revolution 

1.  Most  people  were  farmers  - an  agrarian  society. 

2,  Most  products  were  made  in  the  home, 

3.  Transportation  consisted  of  human,  wind  or  animal  power. 

4,  Small  towns  and  villages  were  predominant. 


B.  The  Industrial  Revolution 

1.  Definition  - a change  from  man-made  to  machine-made  goods; 

a change  from  home-made  to  factory-made  goods. 

2,  Changes  caused  by  the  Industrial  Revolution, 
a}  growth  of  cities 

b)  new  means  of  transportation 

c)  a predominance  of  urban  dwellers  and  people  working  in 
jobs  other  than  farming 

d)  social  and  cultural  changes 

1)  air  and  water  pollution 

2)  slums 

3)  need  for  more  education 

4)  more  leisure  time 
3«  New  business  forms 

u)  growx;h  ef  :,c.rporation  - . 

1)  a corporation  is  a business  form  in  which  stock  is  sold 
and  there  i s 1 imi ted  1 i abi H ty 
b)  big  business 

1)  giant  corporations  form  monopolies  in  the  tatter  half  of 
the  19th  and  early  part  of  the  20th  centuries 

2)  some  famous  men  of  this  period- 
Rockefeller  - oil 

Carnegie  - steel 
Morgan  - banking 

Ford  . - autos 


C, 


Related  Vocabulary  Lesson  1-12 


rural 

7. 

mass  production 

urban 

8. 

assembly  line 

suburban 

9. 

trust  (monopVy) 

homespun 

10. 

resources 

capital  (money) 

ll. 

competi ti on 

tariff 

12. 

liability 

. 4 . 


LESSON  #4 


ECONOMIC  GROWTH  OF  U,  S« 

Topic  - The  New  Deal  of  Franklin  Roosevelt 

A*  Conditions  leading  to  the  New  Deal 

1.  Business  Cycle 

a)  constant  change  from  prosperity  to  depression 

b)  worst  depression  in  1930's 

2,  Causes  of  the  Great  Depression 

a)  overproduction 

b)  readjustment  after  World  War  I 

c)  foreign  competition 

d)  stock  market  crash 

B.  Election  of  Franklin  Roosevelt 

1.  Public  dissatisfaction  with  Republican  leadership 

2.  Election  of  1932 

3.  Problems  facing  Roosevelt 
a}  13  million  unemployed 

b)  banking  failures 

c)  low  national  morale 

C*  New  Deal  Legislation 

!•  Three. R*s-  releif,  recovery  and  reform 

a)  relief-  public  works,  C.C.C.,  W.P.A. 

b)  recovery-pump  prit^ing, getting  industry  moving 

c)  reform-  social  security,  F.'0.I„C«,  N.LoR.B. 

D«  The  New  Deal  and  President  Johnson's  War  on  Poverty 

1.  Comparisons 

2.  The  New  Deal  as  a forerunner  to  the  Great  Society 

E.  Related  Vocabulary  Lesson  j^4,  1-12 

1.  speculation  commodities 

2.  self-sufficient 

3.  laissez-faire 

4.  security  (stock) 

5.  deficit 

6.  surplus 

7.  moratorium 

8.  consumer 

9.  collective  bargaining 

10.  strike 

1 1 . boycott 

12.  minimum  wage 


LES50N  05 


ECONOMIC  GROWTH  OF  U.  S. 

Topic  - Growth  of  Labor  Unions 

A.  Early  labor  conditions 

U long  hours  and  low  wages 

2.  unsanitary  conditions 

3.  lack  of  job  security 

B*  Early  labor  unions 

1.  reasons  for  failure 

a)  immigration  added  much  cheap  labor 

b)  land  available  for  dissatisfied  workers 

2.  Knights  of  Labor 

a)  first  large  union 

b)  failed  to  help  workers 

c)  organized  with  both  skilled  and  unskilled  workers 
3«.  American  Federation  of  Labor  (A.  F.  of  L.) 

a)  succeeded  because  of. all  skilled  workers 

b)  leaders  > Samuel  Gompers  and  William  Green 

4.  Congress  of  Industrial  Organizations  (C.1.0.) 

a)  formed  to. organize  unski  1 led  workers  . 

b)  leaders  - John  L.  Lewis^  Walter  Reuther 
5*  Organized  labor  in  the  United  States 

a)  right  to  strike  allowed  under  Wagner  Act 

b)  limitation  of  powers  under  Taft-Hartley  Act 

c)  AFL  and  CIO  merged  in  1955 

d)  present  status 

6o  Labor  versus  management 

a)  weapons  used  by  labor 

1)  strike,  picket  line,  boycott 

b)  weapons  used  by  management 

1)  lockout,  scabs,  injunction,  profit-sharing 

C.  Related  Vocabulary  Lesson  1-8 

1.  collective  bargaining 

2.  militant 

3.  federation 

4.  injunction 
5*  sabotage 

6.  profit-sharing 
7*  vertical  union 
8.  horizontal  union 
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LESSON  #6 

GROWTH  OF  DEMOCRACY 

Topic  - Meaning  of  Democracy 

A*  Democracy  Is  rule  by  the  people » 

!•  Political  democracy 

a)  right  to  vote 

b)  choice  of  candidates 

c)  government  of,  by,  and  for  too  people 

2.  Social  democracy 

a)  all  equal  In  eyes  of  the  law 

b)  equal  opportunity 

c)  Bill  of  Rights 

d)  Civil  Rights 

1)  equal  educational  opportunities 

2)  equal  access  to  housing,  transportation,  redreatlon, 
j ob  oppor tuni t1 es 

B.  Majority  Rule  and  Minority  Rights 
1®  Discussion  of  rights 

2.  Importance  In  a democracy 

C.  Respcnsi b1 1 1 ties  of  a citizen  In  a democracy 

D.  Civil  Rights  Act  of  1964 

1»  strengthened  voting  rights 

2.  racial  discrimination  prohibited  In  public  places 

E.  Rel a ted  Vocabul ary  Lesson  #6,  1 »1 0 

1 . prejudice 

2,  d1  scr  1 rrd  nat  Ion 
d1 senf ranch 1 se 

4*  Integration 
segregation 

6.  defacto 

7.  filibuster 

8.  rights 
9*  dull  es 

1 0 . responsi bi 11 ti es 
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FOREIGN  AFFAIRS 


LESSON  m 


Topic  » Background  of  our  Foreign  Policy 

A(,  Early  policy 
K Isolation 

a)  Washington's  policy  of  no  '"entangling  alliances" 

2.  Monroe  Doctrine 

a)  Prevented  further  colonization  of  the  Americas 

b}  Led  to  United  States  domination  in  the  Western  Hemisphere 

c)  Modern  usage  « Cuba,  Dominican  Republic 

3.  The  Spanish-Arnerican  War 

a)  Turning  point  in  American  foreign  policy 

b)  Acquired  Puerto  Rico,  Philippines,  and  building  and  owinq 
of  the  Panama  Canal 

Foreign  policy-  Caribbean  became  an  American  lake 

a)  Theodore  Roosevelt 

1)  dollar  diplomacy 

2)  "big-stick"  policy 

b)  Franklin  D»  Roosevelt-  good-neighbor  policy 
B.  Related  Vocabulary  Lesson  ^ 1-10 

1.  isolation 

2.  intervention 
3*  nationalism 
k„  imperialism 

5.  colonization 

6.  "yellow  press" 

7*  dollar  diplomacy 
8.  big  stick 

9*  annexation 
10»  territory 
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FOREIGN  RELATIONS 


Lesson  #8 

y,  , I.  ,■  ■ M 


Topic  - Formulation  of  Modern  Foreign  Folicy 

A.  United  States  becomes  a Pacific  power 

1 . Purchase  of  Alaska 

2.  Annexation  of  Hawaii 

3*  Trade  with  China  and  Japan 

a)  '’Open  door"  policy.viith  respect  to  trade  with  China 
bj  Early  relations  with  Japan-Perry's  visit 

B.  The  United  States  and  World  War  I 
1 • Long  period  of  neutrality 

2.  Entered  on  the  side  of  the  Allies 

3.  Fear  of  German  victory 

4.  Wilson's  idealism  as  expressed  the  idea  of  "making  the 
world  safe  for  democracy." 

C.  Foreign  policy  after  World  War  I 

1.  Return  to  isolation 

a)  failed  to  join  League  of  Nations 

b)  disi 1 lusionment  with  results  of  World  War  I 

2.  Some  involvement  with  rest  of  world 

a)  joined  in  armaments  limitation  conferences 

b)  Joined  peace  movements-Kel logg  Briand  Pact,  World  Court 

0.  Related  Vocabulary  Lesson  #8,  1^11 

1.  interdependent 
2o  arbitration 

3.  neutrality 

4.  blockade 
5*  autocracy 
6.  sedition 
7*  attrition 

8.  secret  diplomacy 

9.  mandate 

10.  collevctive  security 

1 1 . di sarmament 


LESSON 


MODERN  FOREIGN  AFFAIRS 

Topic  - Events  from  World  War  II  to  Present 

A.  World  War  ii 

1.  Rise  of  Total i tarianism 

a)  Japan  Vs  domination  in  the  Pacific 

b)  Germany's  domination  in  Europe 

c)  Communism  gains  control  of  Russia 

2.  Causes  of  World  War  II 

a)  Nazi  German's  expansion  in  Europe 
b}  Japan's  conquests  in  China 
c)  Weakness  of  the  allies 

3.  The  United  States  enters  the  war 

a)  Pearl  Harbor  (Dec.  7919^1)  reasons  for  Japanese  attack 

b)  The  United  States  declares  war  on  both  Japan  and  Germany 

4.  Results  of  World  War  II 

a)  Victory  causes  problems 

1)  "cold  war"  between  U.S.  and  U.S.S.R. 

2)  Occupation  of  Germany  and  Jepan 

3)  The  atomic  age 

B.  Related  Vocabulary  Lesson  #9 » 1-10 

t.  aggression 

2.  Fascism 

3.  appvea  semen  t 

4.  Communism 
5*  lend**  lease 

6.  Axis 

7.  offensive 

8.  defensive 

9.  "iron -cur tain" 

10.  NATO 
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LESSON 


MODERN  FOREIGN  AFFAIRS 


Topic  - Recent  Developments 

A«  Containment  of  Communism 

1.  Marshall  Plan  build  up  Post-war  Europe 

2.  Military  Alliances 
3*  Peaceful  coexistence 

B.  Korean  War 

1.  International  army  under  the  United  Nations  helped  stop  aggression 

2.  No  final  solution  - a stalemate 

C.  The  United  Nations 

1,  The  UN  attempts  to  maintain  international  peace  and  security 
2«  Organs  of  the  UN 

a)  Securi ty  Counci  1 
m)  General  Assembly 

c)  International  Court  of  t oe 

d)  Secretariat 

e)  others 

3.  Successes  of  UN 

a)  Prevented  World  War  HI 

b)  helped  independence  of  various  countries  - Israel,  Indonesia 

c)  fought  hunger  and  disease  in  underdeveloped  areas 

4.  Failures  of  the  UN 

a)  no  real  disarmament 

b)  Cold  War 

c)  Hungarian  Revolution 

d)  war  in  Vietnam 

D.  Related  Vocabulary  Lesson  ^10,  1-11 

1.  amphibious  operation 

2.  armistice 

3*  negotiations 

4.  unification 

5.  sovereignty 

6.  summi t conference 
7*  censure 

8.  genocide 

9.  conventional  arms 
10*  unilateral 

1 1 • mul ti lateral 
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LESSON  §\2 


PROBLEMS  FACING  MODERN  AMERICA 


Topic  - Domestic  Problems 

A.  War  on  Poverty 

1 .  Some  basic  facts 

a)  minions  of  families  live  on  a poverty  level 

b)  technological  unemployment  is  a growing  problem 

c)  poverty  is  greater  among  Negro  families  than  white  families 

2c  “Great  Society"  - War  on  Poverty 

a)  Job»Corp  Training  Centers 

b)  Manpower  Development  Training  Programs 

c)  Anti -poverty  agencies. 

B.  Civil  Liberties  and  Civil  Rights 

1.  Areas  of  prejudice 

a)  religious  - Catholics  and  Jews 

b)  ethnic  - Negroes 

c)  housing 

d)  employment 

e)  political 

2.  Campaign  against  discrimination 

a)  Fair  Employment  Practices  Commvttee 
bj  Voting  Rights  Bills 

. I)  23rd  Amendment-voting  for  Washington » O.C. 

2)  24th  Amendment-abolished  state  poll  tax; 

3)  Civil  Rights  Act  of  1964-unnecessary  literacy  tests 
c)  Racial  segregation  In  public  schools 

1)  Supreme  Court  Act  of  1954 

2)  progress  toward  integration 

C.  Related  Vocabulary  Lesson  §\\  9 1-9 

1 . poverty 

2.  affluence 

3.  Inflation 

4.  Appalachia 

5.  technological  unemployment 

6.  automation 

7.  literacy  test 

8.  "token"  Integration 
9*  public  accommodations 


— 1 2 — 


o 


LESSON  im 


PROBLEMS  FACING  MODERN  AMERICA  (CQntinued) 

Topic  - Foreign  Problemi> 

A.  The  War  in  Vietnam 

1 . Background 

a)  originally  French  Indo-China,  until  1954 

b)  American  involvement  begins  in  the  ef'rlv  1960‘s  with 
advisers  and  aids* 

2.  American  involvement  grows ^ 

a)  due  to  deteriorating  situation,  Pres.  Johnson  sends  more 

roops  to  Vietnam 

b)  bombing  of  North  Vietnam 

3.  Domestic  disagreements, over  U.S.  policy 

a)  Doves  - stop  bombing  and  start  peace  talks 

b)  Hav/ks  - bomb  further  and  possibly  invade  North  Vietnam 

B«  Relations  with  Communist  China 

1.  China  feels  that  Vietnam  is  in  tho.ir  sphere  of  influence* 

2o  problem  of  the  two  Chinas* 

a)  United  States  support  of  Nationalist  China  in  the  UN. 

b)  non-»support  of  Communist  China 

3.  Relations  between  China  and  Russia. 

a)  recent  events  between  the  two  Communist  giants  show  a 
split  in  ideology., 

b)  over  war  in  Vietnam  . 

C.  Relations  with  the  Union  of  Soviet  Socialistic  Repuoiics  - U.S.S.R, 

a)  easina  of  the  Cold  War 

b)  limited  ban  on  nuclear  testing 

c)  space  rivalries 

d)  commercial  agreements 

D.  Related  Vocabulary  Lesson  #12,  1«7 

1.  satellite 

2.  hotline 

3»  peaceful  coexistence 

4.  Red  Guard 

5.  unconditional 

6.  neutralists 
7*  ideology 
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LESSON  #13 


PROBLEMS  FACING  MODERN  AMERICA  (Continued) 

Topic  - Understand  World  Areas 

A.  Africa- 

1.  History  of  Africa  and  its  relations* wi th  Europe  - Imperialism 
in  the  19th  century 

2.  Tribalism- 

a)  problem  today  of  tribes  being  divided  into  various  national 
states  against  their  choice 

b)  leadership 
3*  Africa  today- 

a)  Africa  is  of  great  importance  in  world  affairs 

1)  grow.ng  population 
2}  great  natural  resources 
3)  role  of  African  nations  in  UN, 

4,  Geography  of  Africa- 

a)  North  of  the  Sahara 

1)  mostly  Moslem  and  Arabs 

2)  climate  like  southern  Europe 

3)  mainly  agricultural 

b)  South  of  the  Sahara  Desert 
. 1)  mostly  Negro 

2}  climate  varies  - mainly  hot  and  humid 

3)  mainly  agricultural,  also  mining  of  gold  and  diamonds 

5,  South  Africa- 

a)  policy  of  apharteid 

b)  world  relations 

1)  strict  segregation  of  the  races 

6,  Conditions  causing  strife  in  Africa  today- 

a)  lack  of  trained  leaders 

b)  racialism 

c)  rising  nationalism 

d)  economic  underdevelopment 

B,  Related  Vocabulary  Lesson  1-B 

1,  apartheid 

2,  turmoil 

3,  civil  strife 

4,  missionaries 
5*  mercenaries 
6,  coup 

7*  self-determination 
8,  confederation 


LESSON  #14 


OUR  HERITAGE  FROM  THE  PAST 


Topic  - Ancient  Civilization  and  the  Middle  Ages 

A.  Egypt 

1.  Contributions 

a)  geometry 

b)  archi tecture 

c)  engineering 

d)  the  cradle  of  Western  civilization 

B.  Ancient  Greece 
1.  Contributions 

a)  intellectual  and  artistic  genius 

b)  Plato,  Socrates,  Aristotle  - Literature 

C.  Ancient  Rome 

1.  Contributions 

a)  Roman  law  ' 

, b)  architecture 

c)  Roman  government 

2,  Rise  of  Christianity  during  the  Roman  Empire 

0.  Fall  of  the  Roman  Empire  and  the  Middle  Ages 

1.  Reasons  for  the  fall  of  Rome. 

a)  extent  of  Empire  made  it  too  difficult  to  govern. 

b)  Romans  grew  too  weak 

c)  Barbarians  from  Germany  swept  into  the  Roman  Empire. 

2.  The  Middle  Ages 

a)  a connection  between  ancient  and  modern  times 

b)  period  of  constant  warfare  and  little  learning 

c)  Feudalism 


E.  Related  Vocabulary  Lesson  #14,  1-10 


1 . heri tage 

2.  ancient 

3*  monotheism 

4.  barbarian 

5.  pagan 


6.  martyr 

7.  anarchy 

8.  heathen 

9.  serf 

10.  monastery 
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OUR  HERITAGE  FROM  THE  PAST  (Continued) 


Topic  - The  Renaissance  and  the  Dawn  of  Modern  Times 

A«  The  Renaissance-  the  rebirth  of  learning 

1«  The  Renaissance  was  the  time  between  the  Middle  Ages  end 
Modern  Times. 

a)  period  of  reawakening  and  relearning 

b)  great  artists,  sculptors,  writers  and  scientists. 

1)  da  Vinci  and  Michelangelo 

2)  Shakespeare  and  Dante 

3)  Copernleus  and  Gall  11 eo 

B.  Modern  Times 

1.  Developments  that  caused  the  modern  era. 

a)  The  Reformat Ion -the  beginning  of  the  Protestant  religion 

b)  Development  of  national  states 

1)  nationalism  helped  to  end  the  Middle  Ages 

2)  growth  of  the  Middle  Class 

c)  the  discovery  of  America 

2.  The  beginning  of  the  Industrial  and  Scientific  Revolution 

C.  Related  Vocabulary  Lesson  1-6 

1 . exploration 

2.  Individualism 

3.  revolution 

4.  evolution 

5.  divine-rights  monarchy 

6.  11 ml  ted  monarchy 
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Lesson  $i$r  6%  digestion,  circulation,  respiration,  excretion,  sonsi tivlty. 


Lesson  Jt 
Lesson  3t 


disease,  antibodies.  Infectious  diseases,  non>»infect1ous  diseases. 

matter,  volume,  property,  state  of  matter,  molecule, 
evaporation,  condensation,  expansion,  contraction,  soluble, 
Insoluble,  solute,  solvent. 


Lessons  %10j  element,  atom,  compound,  molecule,  mixture,  atomic  number, 

atomic  weight.  Isotopes,  atomic  energy 


Lesson  lit 
Lesson  12t 

Lesson  13s 

Lesson  l4s 

<v 

Lesson  15t 
Lesson  I6s 


symbol,  formula,  property,  chemical  equation,  energy 

underground  water,  water  table,  ground  water,  pressure, 

buoyancy,  potable  v#ater,  dissolved,  suspended,  aqueduct,  prec1p1t«^te» 

magnetic  material,  non«magnetic  material,  force,  alloy, 
magnetized,  circuit* 

amber,  electron,  conductor,  insulator,  galvanometer, 
electrolyte,  alternating  current,  direct  current* 

volt,  ampere,  ohm,  watt,  watt  hour,  series, paral 1^1* 

luminous.  Illumination,  vacuum,  diffused,  concave,  convex, focus, 
photoelectric  cell,  afnmeter,  opaque,  translucent,  transparent, prism* 


Lesson  17  & iStbody,  fulcrum,  lever,  effort,  radiant  energy,  heat  energy, 

sound  energy,  mechanical  energy,  chemical  energy,  electrical 
energy,  atomic  energy. 


F.  ^CirnCB 

Lesson  )9t 
Lesson  20s 

Lesson  21s 
Lesson  22: 

Lesson  23 t 

lesson  24: 
Lesson  25:  « 
Lesson  20: 
Lesson  27: 


VOCAByiAHY  LIST  C Continued) 


lubHcation,  inertia,  acceleration,  lift,  thrust* 

astronomy,  stars,  telescopes,  spectroscopes,  magnitude, 
incandescence,  light  years,  coftstenations,  galaxies, 
solar  syst^A,  revolution,  rotation,  orbits,  eclipse, 
umbra,  meteors,  comets,  penumbra# 

photosphere,  chromosphere,  corona,  planetoids,  satellites. 

rotation,  angle  of  inclination,  parallelism,  equinox, 
solstice,  vertical  rays* 

earth  grid,  latitude,  parallels,  meridians,  longitude, 
international  dateline,  chroncjmoter,  iipp9r%nt  solar  day, 
sideral  day,  mean  solar  day. 

fnantel  rock,  outcrop,  minerals,  igneous  rocks, sedimentary 
rocks,  metamorphic  rocks# 

weathering,  erosion,  glaciers,  snow  line,  diastrophism, 
vulcani sm, 

air,  atmosphere,  northern  lights,  troposphere,  stratosphere 
ionosphere,  exosphere* 

conduction,  convection,  radiation,  humidi ty,thermoters, 
barometers,  aneroid# 
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TEACHER  GUIDE 
MATHEMATICS 


A.  DIRECTIONS  TO  TEACHERS: 

The  following  units  have  been  selected  and  organized  In  order 
to  provide  essential  fundamental  arithmetic  skills  and  its  application 
to  problews  solving. 

Trainees  with  arithmetic  deficiencies  must  be  taught  the  use  of 
the  nusrtber  system  in  addition,  subtraction,  multiplication,  and 
division.  Without  this  firm  foundation,  instruction  in  essential 
calculations  with  whole  numbers,  fractions,  percentages  and  higher  rr»a^' 

email Is  of  little  value. 

Trainees  with  an  adequate  basic  skills  can  then  be  taught  to 
understand  concepts  and  practices  as  a means  of  solving  mathematical 
number  and  verbal  problems. 

The  INTENSIVE  REVIEW  and  the  SUGGESTED  LESSON  PLAN  SCHEDULE 
will  help  the  instructor  organize  his  teaching.  Although  each  lesson 
represents  a class  session,  the  actual  number  of  hours  per  lesson  will 
vary  with  specific  class  needs, 

B.  REFERENCES: 

1.  Page  references  for  Content  Outline 

a)  Dressier,  Isidore,  Preliminary  Mathematics,  Amsco 

Publishing  Co.,  New  YoriT,''"l9'o5^"**' 

b)  Robbins,  Jack  and  Finkel stein,  Milton,  Ninth  Year 

Mathematics,  Cambridge  Book  Company,  New  York,  I960 

2.  Additional  Test  Reference 

Arco  Publishing  Compay,  New  York,  1966. 

C.  CONTENT  OUTLINE  ~ 13  Units 

D.  INTENSIVE  REVIEW 


E. 


SUGGESTED  LESSON  PLAN  SCHEDULE 


TEACHER  GUIDE 


part  C>  mathematics  - CONTENT  OUTLINE 

'HIT  CONTENT REFERENCE PAGE 

% 

I Arithmetic  of  Whole  Numbers  PRELIMINARY  MATHEMATICS 
(4  lessons)  Oressler^  Isidore 


A*  heading  + representation 

B.  addition  3.3 

C.  subtraction  l6 

0.  Multiplication  + (Zeros)  19 > 21 

E»  Division  + (Zeros)  2$ 

F.  Rounding  off  10 

. : Fractions  (9  Lessons)  PBELIMINARY  MTHEmTIGS  . 

A.  Meaning  Dressier,  Isidore  32 

B.  reduction  to  lowest  terms  34 

C«  mixed  numbers  to  improper  fractions  36 

D.  improper  fractions  to  mixed  numbers  33 

£•  fractions  to  equivalent  S-  higher  terms  39 

Fi.'  finding  L.C.D.  42 

G*  comparing  fractions  41 

H.  addiing  like  fractions  43 

1.  adding  unlike  fractions  45 

‘ J*  subtract  like  fractions  48 

K.  subtract  unlike  fractions  50 

L.  multiplication  of  fractions  52-59 

M.  division  of  fractions  61-66 

m Decimals  (5  Lessons)  PmiMH\fARY  MATHEMATICS 

A,  Meaning  Dressier,  Isidore  69-71 

B*  comparison  of  (rounding  off) 

decimals  72,  73 

C*  Adding  decimals  74 

D*  subtracting  decimals  77 

E*  multiplying  decimals  79-*83 

F.  dividing  decimals  (by  100)  84-87>  90 

G.  figuring  with  fractions  & decimals  91 

H*  changing  a fraction  to  a decimal  93 

!•  changing  a decimal  to  a fraction  96 


2 


MIT  CONTENT 


REFERENCE 


PAGE 


Percentages  (4  Lessons)  PRELIMINARY  mTHEMATICS 

A.  meaning  Dressier j,  Isidore 

6..  percents  to  decimals 
C.  Decimals  to  percents 
0*  percents  to  fractions 

E.  fractions  to  percents 

F,  finding  percent  of  a number 
G»  finding  percent  of  increase 

or  decrease 

H.  percents  larger  than  100% 


98 

99 
100 
101 
103 

106,  107 


70.1,  113 


A1gebra*Language  of  Signs  & Symbols 
A > 1 $ Oper a t i on  1 4 Le  s sonsT 

1 • a 1 gebr a i c numbeTs 

2.  expressing  products 

3,  writing  algebraic  equations 

4.  order  of  operations 

5,  evaluation  of  algebraic 

expressions 

B.  Exponents  (2  Lessons) 

1 . more  about  parentheses 

2.  evaluating  algebraic 

* expressions  containing 
parentheses 

3*  factors,  coefficients, 
combining  terms 
4.  addition  & subtraction  of 
like  terms 

C*  The  Formula  (3  Lessons) 

T7~wrTtfng  formulas  from  verbal 
statements 

2#  variables  & constants, 
dependence  in  variation 

3.  evolution  of  formulas 

(solving  a formula  for  one 
of  its  terms) 

4.  problem  solving  by  formulas 

a.  simple  interest;  b*  income; 
c.  compound  interest 

Application  of  Formulas  to  Geometry 
A ; Polygons  ( 1 Lesson) 

!•  trianges;  2 quadrilaterals; 

3,  circles;  4.paral lelograms; 

5.  trapezoids 


NINTH  YEAR  MATHEMATICS 

RoSBi  ns , Jack  i FVntce  1 s tci  n , l 

Mi  I ton  2 

3 

.3-8 

8 

9 

12 

14 


1^ 

17 

18 

23 

24 

27-28 


33 

35-39 


lilHTH  IBAE  MTIiEMATICS 

Robbins , Jack  & F jjikeTstein , 44 

Milton  44-47 


UNIT 


CONTENT 


REFERENCE 


PAGE 


VI, 


VII 


6.  Areas  fi>  Perimeters  of  Plane  NINTH  YEAR  MATH> 

Plane  Fig stei n 
C*  Geometric  Solids  (1  lesson) 

1.  prime 

2*  right  circular  cytinder 
0*  Volumes  of  Solids^  Surface 
Ai^aT  of  Sol 

CirapK's'''l3'Tes^^^ 

K Fictograph-interpeting  a 
pictograph 

2,  brok>en<-1ine  graph>» interpreting 

a broken- line  graph 
3*  bar  graph- interpreting  bar  graph 
4.  circle  graphs-intcrpreting  circle 
graphs 

S*  graphing  a formula 

Addition.  $ubtraction,>  Hul tipHcation  NINTH  IBAR  MTHEMTICS 
and  bi  vis  ion  of  S i ^ed  Number  ^ ^ ‘ Rdbbins  & Pinkelstein 

A.  Definition-Review  (I  Lesson) 

B.  Monomials  G Folynomia1s(l  lesson) 

C.  Addition  of  Signed  Numbers  with 
»-L.ke  Sigr^  U Lesson) 

1 .addition  of  positive  numbers 
2.jaddition  of  negative  numbers 

1 Lesson 

O.TAddition  of  signed  numbers  with 
> unlike  signs 
E.jAddition  of  polynomials 
C 1 Lesson 

F*  Subtraction  of  Signed  Numbers 


t: 


subtyaction  of  monomials  & 
polynomials 


50-^6 


57  ’ 

- 

58 

59-6 


72 

72, 

7^ 

80 

84 


90 

92 

92 

92 

92 

93 


93 

96 


>!> 


99-102 


2.] exercises  \ 

loi-'' 

^ 1 Lesson 

Multiplying  of  Monomials  (3  Lessons! 

103 

1.  raising  a power  to  a power 

105 

2*  multiplication  of  signed  numbers 

105 

3.  multiplying  more  than  two  numbers 

108 

4,  removing  parentheses  of  a monomial 
by  multiplication 

10? 

5*  evolution  of  signed  numbers 

UO 

6,  raising  negative  numbers  to  powers 

112 

7.  multiplying  a plynomial  by  a 
monomial 

122 

4 


I 


UM.I COTHT REFERENCE PAGE 


VII*  H*  Divlsiort  of  Moncwlals  (!  Lesson) 

ir dfvTSng  a monomiat  by  a monomial  120 
2*  division  of  signed  numbers  120 
3*  dividing  a polynomial  by  a monomial  122 
A*  division  by  zero 


vm* 


IX. 


Igoatjons  (6  Lessons)  NINTH  YEAR  MATTi 

A.  Solving  equations  by  division  iloBbitis  ^ I'inlcelste in  135-»litO 

Solving  equations  by  mul tipi ication  IA2-IU4 

C.  Literal  equations  (Hult.SOiv.  only)  139-1U7 

0.  Solving  equations  by  subtraction  153 

E.  Solving  equations  by  addition  , l5l 

F.  Literal  equations  ( ad.  & sub.  only)  l5it 

G«  Solving  equations  by  using  a com- 
bination of  axioms  155 

-1*  unknown  on  one  side  157 

2*  unknown  on  two  sides  15@ 

3.  parentheses  in  equations  1^1 


Solving  Verbal  Problyws  Using  one 
*"Unknwn 

A.  Ni^ber  problems 

B.  Motion  problems 

C.  Age,  problems 

0.  Coin  problems 

E.  Consecutive  number  problems 
F«  Mixture  problems 
6.  Investment  problems 
K.  Solution  problems 

1.  Perimeter  problems 
d.  Area  problems 

K.  Comprehensive  problems 


NINTH  YEAB  MATH 

Rpfcblns  & Finkelsteixi  and  ~ 4. 

High  School  Equivalency 
Sliploma  Tests,  Arco,l966.  165*"lo7 
(supplementary  for  units  167-172 
9,!0,l1jl2,i3)  172-176 

176-178 

176-176 

161-183 

183-185 

185-189 

189- 190 

190- 192 

193-195 


X-  Algebraic  Solutions  of  Simuttaneous  HUCTH  YEAR  MATH 

linear  eguations  (4  lessonsV  Robbins  & Finlcelstein  and  220 

A.  elimination  by  subtraction  S addition  High  School  Equivalency  221-223 

B.  Solution  by  substitution  Diploma  Tests,  Arco,  1966,  223-225 

Ce  Verbal  problems  involving  Simula 


taneous  equations 
te  investment  problems 

2.  mixture  " 

3b  motion  •' 

4.  digit  ’* 

5a  review  “ 

XI*  Ratio/,  and  Proportion  (A  lessons) 
A.  Expanding  ratios 
Be  Proportion 
Ce  Ratio  to  percents 
0.  Using  ratios 

1.  standings 

2.  profit  margins 
3a  tax  rates 

A.  pries  index 
Ee  Ratio  problems 
Fe  Direct  variation 
I.  variation  problems 


227 

228 

229 

231 

232 
235 

N.INTH  YEAR  MTH 

Rc^ns Ic  i*inkelstein  and  276-277 
High  School  Equivalency 
Dipiboraa  Test,  Arco,  1966. 

280 

281 

282. 

283 

2814 

285 

287 

289 


t 


UNIT  CONTENT 



'■■  ' ~r  T'. 

P-ytftagorean  TheOKmnO  lessons 

A.  Square  root  of  a number 

B,  Pythagorean  theorum  plus  uses 


GeoniNStrlc  Definitions {4  lessons) 

A»  Points  and  Hnes 
B«  Angles 

C*  Sum  of  angles  in  triangle 
D*  Plane  figures 
E»  Kinds  of  polygons 
F*  Reasoning  with  triangles 
So  Quadrilaterals 
H#  Other  plane  figures 


Rt/ERENCE  page 

NINTH  rEAR  HATH>  33h 

Eobbins’*&  Finkelsteim  & 33ii~338 

High  Scnool  Equivalency  33^-3hl 
Diploma  Test,  Arco,l9S6o 


TOTH  YEAH  MATH  351-353 

Robbins  & Fxnkelsteln  k 
High  School  Equivalency  35^ 
Diploma  Test,  Arco  I966  355 

368 

370 

37ii 

37I1 


ik 


TEACHER  GUIDE 


PART  D.  MATHEMATICS  - INTENSIVE  REVIEW 


lESSON 

CONTENT 

REFERENCE 

PAGE 

I. 

Basic  Hath 

High  School  Equiv. 
Diploma  Tests,  Arco, 
1966. 

225-228 

229-231 

232-233 

A.  Fractions 
B«  Decimals 
C.  Percents 

n» 

Interesjb,Profit  and  Loss 

240-241 

III. 

Profit  and  Loss« 
Tax 

236-238 

243-244 

IV. 

Ratio  & Proportion 

2li'5“2k8 

Problems  P.248 

V. 

Work  rroblems 
Tank*  Problems 

* 

240-2^2 

Problems  P.252 

VI. 

Distance  Problems 

■ 

253-254 

Problems  255 

VII. 

Fraction  6-  Mixture 

234-235 
Problems  235 

VIII. 

Geometry 

256-258 
Problems  259 

IX. 

Series#  Symbolic  Math 

260-261 
Problems  26 1 
262-264 

Problems  263-264 

X Review 
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TOCHER  GUIDE 


PART  E, 


MATHEMATICS  - SUGGESTED  lESSON  PUH  SCHEDULE 


aim 


TIME 


METHOD 


1.  Waritt  Up  Drill 

2.  Homev/ork  Check 

3*  Review  Oral  Drill 


5 mfn. 
5*10  win< 

5 min* 


4.  Motivation 


two  problems  based  on  previous  work 

problems  worked  on  chalkboard  by 
students 

Short  questions  involving  basic 
math  e*g*  1 etc*  Last  few 
problems  based  on  new  concept  for 
motivational  purposes 

Derived  from  oral  drill 


5*  Demonstration  of  new  technique 

5*10  min* 

Presented  by  teacher  at  chalkboard* 

6.  Practical  application 

10  min* 

five  problems  solved  by  students r 
Problems  on  chalkboard  corrected  ar 
reworked 

7*  Review 

5 min. 

Method  or  procedure  restated  and 
demonstrated 

8*  Assignment  plus  individual 
assi stance 

Remainder’  of 
period 

Problems  assigned  at  start  of  perl^ 
to  be  orked  at  seats 

I 

I 

I 

I 


8 
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HIGH 
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SCHOOL  EOUIYALENCT 


The  High  Schcx!>1  Equivalency  Diploma  Tests , Teacher  Guides,  and 
Student  Work  Books  were  prepared  by  the  Police  Cadet  Project  of  the 
Manpower  Development  Training  Program  under  the  direction  of  Roger 
Russell,  Project  Coordinator;  Evelyn  K*  Sussman,  Basic  Education 
Supervisor;  and  Rhody  McCoy,  Basic  Education  Project  Supervisor. 

The  research  and  writing  were  done  by  the  following  High  School 
Equivalency  staff  members!  Anthony  Giordano,  Louis  Insalaco, 

Christopher  Kittrell,  Jay  Shapiro,  Robert  Stoddard  and  LaVerne  Thornton. 

All  High  School  Equivalency  materials  were  tried  in  actual  teaching 
situations,  evaluated,  revised  and  rewritten  in  final  form.  Special 
gratitude  is  expressed  to  Herman  A.  Kressel,  Director,  and  Herman 
Slotkin,  Coordinator,  for  their  guidance  and  support  in  the  preparation 
of  the  High  School  Equivalency  materials. 

Thanks  are  extended  to  Cecilia  Chandler  for  assistance  in  preparing 
the  Gui des  and  Work  Books . 


CCJSEE;CW££S  of  hckressim 
(Qrammai-,  Osags,  and  Spelling) 


DiaflCnOMS  TO  mCHKRS 

The  follo^rixig  Cmtent  Outlirie  ixitegratesf  t!ie  eeaentl&l  elements 
in  Correctness  of  Ekpreasioni  usage  ^ sentence  irsprovement, 

vocabulary  and  spelling Listed  page  references  are  to  the  Student 
Work  Books  Drill  for  Skl3J.#  and  The  Bngllsh  Workshop*  They  include 
discussion  topics  and  drill  ©acercises  which, can  he  used  for  class 
sessions  and  homework  assignments.  In  additicjn  to  speBJng  lessons 
on  rules  and  pliiral  foramtion,  ther'e  ia  a Word  List  section,*  A 
miniJBium  of  20  words  should  be  taught  weekly  and  f ol3.owed  by  periodic 
testing# 


The  3.esson  sequence  provides  for  specific  achievement  testing 
to  eva3.uat©  student  strengths  and  weaknesses  and  to  indicate,  areas  . 
for  additional  study*  Teacliers  will  prepare  tests  in  addition  to 
those  found  in  the  basic  sources*  Although  each  lesson  represents 
a class  session,  the  actual  number  of  hours  per  lesson  will  vary 
according  to  specific  class  needs. 

HBFBHBNCES 


1)  Page  ReferencerS  for  Content  Outline 

a)  S*W*  ss  Student  Workbv^ok“«Correctneas  of  Expression 

Supplement  * 

b)  D*S*  « Rickett,  C*C#,  Ifccill  for  Skill,  Amsco  Publications 

Hew  lork,  19k^« 

c.)  E.W.  « Warriner,  John  E*  md  Blumenthal,  Joseph  G*, 

The  English  Workshop  (3rd  Ed*  )s-  Grade  12 
EeviiwCOTTse*  Hax*coi?rt,  Brace  & World, 

Hew  'fork,  19^k* 

2)  Additional  Teacher  References 


a)  SlB^son,  Louis,  M In,m*oduction  to  Poetry,  St*  Martin *s 
Press,  Hew  Tork,  19’^! » 

This  paperback  book  ($3*95)  includes  an  ajatroduction 
to  poetry  and  a cou^iet©  glossary  of  terms.  The  glos- 
sary is  especially  helpful  in  the  preparation  of  lessons 
because  it  contains  many  useful  examples  illustrating 
the  terms* 

b)  Warrinei^  John  E*,  English  Orymar  and  Coamosition, 

Hare  our  t,  Brace  & World,  H^siT^ox^  l§oi**  Deplete 
Course* 


G*  IE5SQK  SCHEDI3IE  QQIIMT  QtITLIHE  $S  Units 


D*  BASIC  Wem  LIST 


(f 


C.  LESSON  SCHEDUIE  CONTENT  QUUINE 
Uait  Content 


1* 

a. 

3. 


5.‘i 

6* 


7. 

8, 


10. 

11. 

la. 

13. 

lu. 

15. 


Diagnostic  Tests 
Analysis  of  Ke suits 

Farequently  misspelled  words  . 
(approx3Jiately  20  new  words  oer  week) 

Phonics 

Types  of  Sentence 


Subject  and  Predicate 
Noun  and  Pronoun 
Adjective 

Verb— active 
Adverb 

Linking  Verb 
Helping  Verb 


16. 


Use  of  coinnta  in  a series 

Use  of  comma  with  breaks s appositive,  direct  address, 
parenthetical  eaqsression,  dates,  and  address 

V' 

Interjection 
Verb  Review 

Preposition 

Conjunction 

Spelling  Rule  #1  - %i/ie  «' 

Use  of  commas  with  non-restriotive  modifiers,  intro- 
ductory eaqpressions,  compound  sentences 

Parts  of  Speach  Test 

Sentence  Review  (review  uniats  it-5) 

. Subject-Predicate  te.st 
Simple,  compound,  fragment,  ruri-on  sentence 

felling  Eul,e  #2  - lengthening  words  ending  in  "y“ 

(review  mile  #1) 


Reference 

S.W. 

S.W. 

s.w. 

D. S. 71^-75 

E. W.n-12 

D. S. 61-63 

/ B.W.2-7 

D.S.  2-h,7-Si»  I2-3J4 

E. W.8-9 

D.S.  15-16,  18-20 

D.S.li^0-iii3 

D. S.177-178 

E. ¥.1i7-50 


D. S.  29 
S.¥. 

E. W.15 
D.S. 22-23  - 

D. S. 25-28 

S.¥. 

E. ¥.  79-80 


E.W.5U-59 
D,S. 30-35 

D. S *65-66 
.D.S.  77-7.9 

E. W. 
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X7. 

Subject  con^jlement  with  l:inki,ng  verb 
Run-on  and  fragroent  sentence  practice 

D. S.176-17? 

E. W.82-8i( 
E.W. 85-86 

18. 

Serdicolon  and  colon 

E.W.  66-67 

19* 

Review  tests  subject- verb,  subject  con^lement-linking 
verb 

D.S.63-61» 

67-68 

178 

20. 

Spelling  Rule  #3  - dropping  final 
(review  rule  #2) 

E.W.112-n3 

21.. 

Phrase  - verb  phrase,  prepositional  phrase,  phrase  as 
jiiodlfier 

E.W.  15-17 

22. 

Clause  and  Relative  pronoun 

E.W.18-20 

23. 

Review  clause  and  phrase-difference 
Review  relative  pronoun 
Subordinate  conjuntion 

D. S. 50-51 

E. W‘a9-20 

2U* 

Dash 

Quotation  Mark 

B.S.95 

E.W.68-70 

25. 

SpelliJig  Rule  jh  - Doubling  final  consonant 
(review  inile  #3) 

E.W.133-13S 

S.W. 

26. 

Review  test  - parts  of  speech,  sentence^  phrases,  clauses 

27. 

Use  of  apostrophe— -contractions,  pXura3.s  of  numbers 
and  symbols,  possessive  nouns 

E.W.  70-73 

“28. 

Agreement  - Singu3.ar  and  plural,  subjects  and  verbs'. 
Prepositional  phrases,  Goir^ound  Subjects 

DiS.l82-l8S. 

E.W.139-ll>0. 

29. 

Spalling  Rule  §$  - J*ceed-cede«,  »K  after  c» 

(review  rule  §k) 

S W. 

30. 

Subject- verb  agreement  usings 

a)  *’by’S  “or”,  “nor'Vii  "either. . .oi*‘* 

b)  compound  subject 

c)  singular  subject  in  meaning  but  pltaral  in  form 

E.W.ll*l-lh3 

D.3.186-187 

31. 

Indefinite  pronoun 

Pronoun  agreement  with  antecedent 

D. S. 189-191 

E. W.lli8-lti9 

32. 

Hominative  and  objective  pronoun 

D.S.193-196 
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33*  Noun  pluruls  - Part  I 

3k*  Objective  pronoun 

Review  use  of  subject  pronouns 

3$*  Possessive  no\sn  apostrophe 

'<  Rfcview  usage  - flesson  27 

36, i Who-Whom 

He-him  review  test 

37.  Possessive  pronoun  (before  gerund) 

Personal  pronoun  review 

38*  Review  Spelling  rules 

Keriod  Review  Test 

39.  Noun  Plurals  - Part  IX 

UO.  Principal  parts  of  regular  and  irregular  verbs 
Auxiliary  with  past  participle 

itl*  * Verb  Tense  - past  perfect,^  present  perfect 

li2.  Principal  parts  of  difficult  irregular  verbs 

lie-lay,  rise-raise,  set-sit 

k3*  Irregular  verb  practice 

Perfect  tense  review  •' 

kk*  Coit^arison  of  regular  adjectives  and  adverbs 

Comparison  of  irregular  adjectives  and  adverbs i 

i*6.  Double  negative 

Unneoeseary  words 

1*7.  Woisi  Pairs 

1*8.  Spelling  Review 

1*9.  Granmar  and  Word  Usage  Review 

50.  Dangling  modifiers — phrases,  clauses,  words 


D.S.19l*-195 

1-20 

D. S.22l*-225 

E. W.70-73 

D.S.195-202 
200  Exercise  II 

D. S.195-197 

202-203 

163>-161* 

B.W.207-209 
Teacher  made 

E. W.180 

E.W.182-183 

18U-18S 

D. S.135-136 

E. W. 197-198 

D. S.157-161* 

11*9-153 

E. W.185-189 
D.S.138-139 

D.S.2U-212 

S.W.lftiit  6 
D.S.212-213 

D. S.211*-21S' 
S.W.-Unit  7 

S.W.-Unit  8 

S.W.-Unit  9 

E. W.60 
D'.S.  99-102 
S.W.-lfait  10 

D. S.  83-81* 

E. W.116-117 
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Parallel  Structtares 

E.W.123-126 
3. W. -Unit  10 

Concisenesss  unnecessary  wor'dlness  ^d  repetition 

E.W.102-103 

235-236 

Co-ordination  and  subordination 

E.W.  93-95 

Main  and  subordinate  ideas 

E.W.  95-98 

Word  Usage  Review 
General  Review 


S.W.-Unit  IX 
Teacher-made  material 
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BASIC  WORD  LIST 


1 

ad^ct 

iff act 

ajffact 

Sases 

i»aa^8 

la«f/se 

tws* 

lose 


CORRECTNESS 

OF  EXPRESSION 

2 

«*p 

1 

1* 

iee 

assura 

preef 

ceuaeH 

azure 

l^reve 

eeuiuiA 

quLcft 

graSmar 

fersiSa^ 

qu^e 

graShta 

torvmrA 

aece3e 

assistance 

ferwarleA 

%;cee4 

assistant 

seen 

ascent 

renit  "* 

scenes 

MBBmSi} 

reslBied 

weatRer 

access 

strictly 

Blether 

ekciKis 

SMt 

leagSi 

1 

6 

? 

8 

wmm  . 

ferth 

nrlte 

sees 

itrenen 

fetirth 

rig^t 

seise 

femerly 

passed 

nay 

idielly 

feri^ClIy 

Fast 

weiif^ 

hely 

theseSBi^ 

guessed 

sent 

walFe, 

guest 

scent 

ware 

hear 

cent 

threw 

arctic 

here 

assend 

threugh 

clethes 

see 

ascend 

wear 

clese 

sea 

s 

ware 

9 

10 

11 

mmm’  ^ . 

12 

aisle 

appeared 

surprised 

please 

Isle 

guess 

usually 

weather 

1»lece 

request 

prep&md 

prefit 

peace 

straight 

guide' 

leather 

hOLeck  , 

jufige 

height 

justified 

hlec 

lettexhead 

quart 

purpese 

cctarse 

dear 

jewels 

Field 

cearse 

Ragged 

see 

efficiency 

male 

elight 

equipped 

justified 

mail 

adjusted 

prefer 

deUghtfol 

12 

Ik 

1^ 

gnrage 

freed 

preeedare 

acquaint 

pleasure 

blue 

farerite 

wealcs 

reply 

desirable 

enr^epe 

quetes 

beHere 

gradaates 

discuss 

supperts 

faneus 

annual 

carried 

high 

seal 

enrellnent 

realize 

p^xpese 

neir 

eptiadisn 

ergamzatiin 

quick 

sise 

tLsss 

apprere 

snggeste4 

tiielve 

equal 

neeting 

previens 

science 

night 

inquiry 

llMpd  Ust  1 Face 


u 

IS 

4KM» 

balaeanat 

abarratlaa 

.oamiittee 

aba^fiaea 

omiidMtit 

abaeaaa 

'a9Saii|it’lai8 

abaaiaiiea 

baxiqiift 

le^aaalbLa 

intletaA 

aeeuMulatia^ 

v^ftbaasslaiaKit 

acqaaiittt 

acraaa 

ubi'ulttaeaae® 

actaalXy 

2i 

2g 

nljia 

vplasraaa 

jsdiid 

break 

abate 

abet 

aabibit 

abi4a 

stzperiar 

ab;J|aet 

^aaealai 

•b^act 

fimath 

abBtKra 

daearatlva 

OQistanara  , 

prafarabla 

abrupt 

aravtaa 

2S 

26 

•oeaalaiuaij 

waa^t 

referred 

cairraiilattea 

tnumeeeaaful 

prlTllafa 

eirotnuttinaea 

ciaqiliiieRtarr 

aaparate 

a^tian 

raeainiWi^atlaa 

daaorlptlaa 

orltlcdaia 

aschlbit 

julipiaiit 

MjMafaatmrlaf 

ii;f  flf 

maiiQfaetugc'ar 

•ireritta 

faeilitiea 

SSL 

22  ' 

ealaa4ar 

iaaaiautdb  as 

aaalataiita 

priboipaX 

aaalataaea 

piriiieifXa 

tumaeaBsavx 

rapatltiaa 

eanatt 

avarpalA 

aareaTer 

tbarefaxa 

aatwithstaaALag 

ta4a7 

rafaranoa 

ralssfarcansiit 

raaaiSia4 

rsRiittaBca 

raqulaltlan 

resign 

a 

lo 

Si4tig& 

anacdite 

Miiirmaeft 

aiMsila 

a«i;)mot 

imgL^i 

aisftlaii 

aBBayanee 

aM.se 

aiatijiatby 

ifgrav^ata 

apalagetle 

aIXaga, 

afparattis 

mmmmt 

appaHate 

rnpUt^ 

appetite 

smdLmt 

4i,  . 

■It 

a^atic 

^ . 

?k 

arralgainaiit 

jtwswsy^ 

asoertaiii 

apply 

asses  ament 

amtberlsed 

aifaraiam 

aXlewmee 

baeealauraata 

ecctKrred 

babkrupte^ 

oeeperate 

beatltnia 

experienee 

balligarant 

lequire 

bdLaaad 

eapltal 

quatatiam 

i. 

eapltel 

' 

28 

aaaiatanea 

eppertvuoltles 

pra^^asas 

experlenee 

pradailuraai 

ergamisatlem 

^MLaea 

scarcity 

equipmefit 

adequately 

miia^bta41j 

pflFSOilllvJU 

rafrigaratar 

preeeeds 

fermanet^t 

eecnx^ed 

malateftanse 

crabecrlptieii 

territary 

wagadLne 

31 

MIMI 

32 

mee 

'nbally 

cerrespeMdents 

aM.se 

eerrespendettce 

aMea 

dev^elep 

acca«ta<iati]ag 

aolmvwnledgattiit 

ararsigbt 

ev’erleek 

furthemare 

nevertheleaa 

de  net 

raimburse 

did  net 

reidt 

representative 

remitted 

respectfully 
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reaifectiwl^ 

r^stam^amt 

feal'atttlam 

$d»mvB 

S6!)»ar®rtj« 

«iadlar 

fiQiRillar 

B»itiv«dr 

etreME’iia^ 


IL 

BI2blli^2e 

siucsceasfttl 

Btirflua 

syitCoaia 

t0ii46ttey 

traisai^arent 

tjrpairrlter 

verlfioatlbn 

rmdtietT 


aaialtaiy 

aecratarial 

BCfveJf’aX 

aaolety 

apeclallsa 

jiitati«®ar3r 

atati©®i@2T 


atibatantlal 

suggestiam 

g^iatrpds© 

test£jiM3«ilala 

treaOTQper 

written 

iaaiB3,at«kk«bl0 

viaiibla 

Kfilva 


•aiK 

saiisfaotary 

iis«<wlty' 

sl^atwe 

atlm<5©r©Xy 

aol^sK^ 

speciiy 

istatisMee 


s. 

&msmvf 

stsacaatlbla 

ta»glKla 

tegebher 

tri|illcat«i 

tyiiagrapbioal 

utilities 

rlcdsity 

immiiit 


36 

3Pee]SJ«asibilltgr 

saciflfiee 

schednale 

scdsse 

alpdfioimce 

Sie^lable 

mavcB 

atic“al#iite«ed 

sublet 


M 

m3mm 

subtlje 

su^erliiteiiiaut 

syllable 

tariff 

trnksf«rred 

tuxisever 

typical 

utlliae 

©twont 


i* 


o 

ERIC 

jji1ii1!!lig!lff7lTliU . 


irtiatwer 

frivildgs 

equlyaieat 

through ^ 

tbreu^eut 

refereuct 

frebiObility 

iasireus 

Aealrable 

fCM^let 


ei%l»Xattatioxt 

aequaiutauae 

iaquiry’ 

practically 

warebimse 

cheese 

chose 

Genuectiout 

adjustmiecit 

sueoee^lxtg 


4» 


iihelasaXe 

equipped 

imel&p 

qtmEtity 

quimtitiefl 

4tofinlte 

maacfacturer 

cilticism 

<aihaaete^ 

subatau-tlal 


lj6 

eosplratieti 

declAe<Hy 

transferred 

apparently 

tihether 

weather 

ninety 

particularly* 

aanulty 

annual 


idtoBy 

fa^liar 

cccurrenc© 

shipped 

shipment 

guarantee 

recommenda'tlon 

bulletin 

wear 

ware 


M. 

advertising 

occasionally 

eengratnlate 

procedure 

fomerly 

femally 

ninth 

accidieiitaXly 

coBpelled 

exicnse 


vmam 

mmm 

receipt 

coxrrenient 

aftc«meda‘tlen 

eccaslen 

esdstence 

all  right 

acquainted 

corporation 


M, 

inconrerilence 

endeaverini 

preve 

preef 

leso 

liOose 

eeononles 

accuracy 

thoim^ly 

imedlately 


iBHMBiSii 
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rmd,tUm§ 

a^OMCsa 

tttlsltlle 

iMithiiiiatlaa 

9^tfgmmb 

eii»Klti«« 

Ci^artable 

aaxHeat^ 

ballot 

l»r»c«64 

vmmmmmi. 

vxxMil 

Immfit 

iCLt«f0tliii.r 

xiap&fletKt 

aotleoabXe 

12  • ■ 

Sk 

aer#8« 

dasfialjr 

T«rliy 

fraj^idla* 

banoficdaX 

r08l8titi80 

8#9ll0«r 

inal88&C8 

aaoertain 

reitlllgr 

rodllte 

0anc8l 

caacaXlatlaii 

89tagg«3rat» 

stxtflclantljr 

8CM8f«lR«Rt 

allot 

bftsftfii* 

idscailiaaous 

a 

58 

4fMm 

allotted 

ld88f»8XX«d 

doreloiRneMt 

eqaiiPl^io^ 

reaoopibXe 

h^ght 

instadlately 

inddeatfiXlsr 

laboratc^ 

XlC^88 

aiamiil 

mialftttira 

sotlo^bl# 

oceaaiaaaXl^ 

acqetttintattea 

aect86»!&odat8 

all  rlglxt 

athlaide 

baetiiiiig 

hmm£iQi$ry 

61 

ionwn 

eg 

oamiifartiliro 

imerkpixim 

dlaelfHiio 

oXlgitle 

aiceeeA 

exorbitant 

sueoaad 

financier 

I»3:«ce8d 

ideaXl.7 

iproeedEtre 

injnnctioit 

i]mr88tig8tl«£l 

jnstifiablo 

Bia^orlty 

maaevnrer 

ob^taeXes 

official 

?»artiiisX3;f 

l»atie«t 

YoXnno 

legible 

ctXtann 

alloge 

vaouisBa 

bogiiming 

decision 

destroy 

entdtXo 

entlxo 

length 

jndi^eiit 

itopi^d 

onr^so 

api»a!r«ntl7 

losing 

Heasra* 

adflsablo 

coii^el 

b«sdget 

& 

56 

MMOO 

enbames 

teohslcal 

aitlo 

tact 

disai^int 

fasdnato 

Indettftdiiois 

Xolsnro 

indl8)»ett8ablo 

econoMdc 

dloeatiofaotloK 

Maaod 

changeable 

defoEidastii 

statistics 

aa»tl:C-i 

attondaaco 

oecnnring 

(Mdseloii 

6a 

nineteen 

offered 

ad9pl88lon 

Masaachnsetts 

hnndredUie 

hygienic 

irrealatlblo 

judgment 

losing 

maint«aia»ce 

leiMrandiim 

usiSGellaneoiMri 

clock 

accidentally 

addressed 

acctnimlated 

acknoirleiigment 

a|i|»aratn8 

bcmefited 

chattffenr 

§1 

6ii 

Slmppesr 

disasi^litt 

eliMinate 

enbarraasnent 

faidliar 

finally 

siidlar 

ferclble 

Indebted 

inittstrial 

Install 

iJSi^6rrixp 

Xegitiaiato 

naohlBi^ 

nliiiwm 

ninerit^ 

op]»onent8 

saragraidi 

feen3.iar 

l^llticlan 

& 

66 

SL 

68 

rnumt^ 

vrmA.m 

peeslMlity 

prelininarr 

preslitecy 

privilege 

probably 

ftwpri^T 

<p®stle»»alre 

receipt 

receive 

reliability 

reutime 

sellciting 

specimen 

■ straotwe 

succeeeer 

s^trlmtemient 

9np0c&^d0 

snspiciens 

syepatbiae 

tew|Nir«)^ 

vmm&llT 

Talnfeble 

accept 

figresMieitit 

anticipate 

appreprl^ate 

architecture 

arrangement 

assigsitent 

asseclate 

available 

bei^eeper 

bureaus 

eanildate 

^ , 

characteristic 

6^  '• 

TO 

mmmw 

n 

7t 

elrctilar’ 

cenipetiters 

cmxter^nc^ 

cenfident 

censaqnence 

ceatreversy 

oerilally 

ereiiter 

cttstoittaity 

^ngisreus 

decislen 

defendants 

geferrei 

gilegate 

(Hffleuilty 

Cspesal 

effleiencj 

eUmflnatien 

especially 

.«SKc3,usively 

exhititien 

esdctence 

^ravagant 

financial 

finally 

fcrelgm 

frequent 

haphazard 

iHttstratien 

Increasing 

merit 

instructers 

inquiries  * 

assertment 

pleasure 

pleasant 

matches 

enabling 

temerreir  . 

explain 

11 

2k 

21'  ’ 

2i 

appreciate 

careful 

estimate 

relatiena 

cenfl4ential 

extension 

aiielegiae 

opinien 

sincerely 

l^eliere 

me‘4^s 

deal^n^s 

enoltiitre 

material 

appHcant 

using 

dreppei' 

cencem 

cataleg 

regar^ttg 

alvays 

ahereas 

almost 

fareitell 

inieers 

edltien 

llkeeise 

en  rente 

piece 

accos^asying 

relieve 

cashier 

peace 

freight 

handkerchief 

mglynis 

clethes 

copies 

cylinder 

21 

2i 

79 

H0om 

m 

censcienoe 

ceurteeus 

tlctlenary 

arrival. 

auxiliary 

career 

censcieusness 

courtesy 

apparent 

carrier 

asseeiatleii 

balance 

cenndlt 

centrelleg 

eighth 

grasBoar 

lirelilieeg 

ebOULge 

emittedi 

physician 

esqi^aslse 

PPbrtiaxy 

Jammiy 

khonledgo 

encenrage 

fascinate 

likely 

intentionally 

literature 

xmnicipal 

perhaps 

recognise 

acoessery 

aMLttanoe 

caBf»aign 

eellateral 

lastallatien 

laeraKLe 

parcel 

Httsbor^ 

liittt  Hii*  X 


fm 


MKCifSfidty 


l$aralX«X, 

earlwetsu:* 

h&mep9mT 


tmv^ 

hmkppmMi, 

MBiVo&x 

mitvmpiiMiiffT 


li 

83 

mmm 

, Ik 

saorstsry 

{ifeolfical.3y 

a^citaktally 

ballet 

i^t«rf©r© 

‘partial 

terrlibl© 

timiiAnm 

banellcial 

gmxdm 

isaiiiliig 

siianmscrift 

pvmlmB 

sobslasrtle 

safety 

a^iofOMiant 

appointment 

©nterprlsa 

library 

efpssltttf 

transferred 

aceeia 

amem^teant 

66 

8T  • 

SS 

mum 

fsras^araiice 

^nradsesiey 

snlts 

eellsatibls 

suit 

Xsttsrhsad 

basteiftcy 

raismrraiies 

rbytlssii 

mib|(wstta 

diary 

trial 

eemoll 

dairy 

trail 

blttsiiriiftt 

carlsad 

istmteim 

maaiatijns 

sdcikel 

eflhaiNd 

ssiiiammiil 

arrsbesns 

sacaggerats 

faasiidls 

flattrasoeot 

saivsr 

90 

wcmam 

yield  ' 

access 

addlt^^snally 

deceased 

mnanlna^o. 

statae 

befershtttd 

statute 

imtttct  » 

safeguard 

leadsnt 

mortgage 

capital 

passed 

capital 

past 

tlsstfhsrs 

layout 

payreil 

prepaid 

93 

2k 

tirmvsr 

per  cent 

herself 

himself 

a«6what 

myself 

strictly 

acceminedate 

asalyss 

apparatus 

excellent  ' 

briiliaat 

distmrssiReiit 

dlagmesls 

ledger 

pri-^Xege 

tragawfy 

yelume 

editien 

facilities 

■91- 

n 

&imr^  . •*  -. 

excess 

precess 

dependent 

nineteenth 

itimpTmi 

nineteen 

cooperate 

ninetieth 

mdtcdibeard 

timekeeper 

arising 

eawplimeNt 

precede 

businesslike 

classreem 

courthouse 

marred 

netverk 

to^tbeek 

timetable 

21 

& 

bankbeek 

Tieirpeint 

Itself 

samehosjr 

yourself 

livestock. 

achievement 

appointment 

appearance 

bulletin 

condemn 

committee 

friend. 

independence 

recemment 

shipped 

oeluwn 

occasion 

occurred 

remitted 
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restauraiat 

warramt 

^alanoe 

(Mkiaaioft 

rec«m»i0n4 

a|Jb»ttd4 

Ikieaainit 

40flttlt6 

m«rlt 


XOOL 

aeparatW 

aei»6 

raottlvtt 

repreamtatlTa 

inctravagaiit 

Y6giri>abl9 

ai»0ladti?a 

banafit 

acdiflntally 

aec^retarial 

4 


98 

100 

catalog 

o'urraiit 

itA 

sluoeraly 

'mrmB 

^arraaa 

thmrau^tly 

. iueau^adaiioa 

ackua^ia<%e 

l^rivilaga 

aasndttaa 

ramittauea 

aequalatei 

aocamma^ata 

r©<jiai|it 

frd^t 

luqiuirlaa 

l3!%atallatlaE 

aqui^l^ei 

4a  uat 

< 

■» 

414  fiat 

102 

103 

loll 

i»®8sp<stitias 

seba4uld 

truly 

surprlaa 

beH«?« 

aucoesaluHy 

carefully 

terrltary 

crltidSM 

bureau 

recagnix^ 

aunual 

ax&al^la 

uslug 

earaful 

regarilug 

eaurtasy 

liuraua 

altraya 

accailanallar 

rmm^ 

mauufaeturiug 

av«rlaak 

Qmrm 

^eacriftioa 
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TEACHER  GUlOE 

READING  COMPREHENSION  AHO  LITERATURE 
(soci aF  S tudi as,  Sci eiice  5 Mathematics) 


A.  DIRECTIONS  TO  TEACHERS; 

% 

The  following  units  in  the  Skills  Outline  have  been 
selected  and  sequentially  organ! zed  in  order  to  provide 
essential  vocabulary  and  reading  comprehension  skills*  They 
^Xe  applied  to  the  literature,  social  studies,  mathematics 
//nd  science  areas  in  the  Content  Outline. 

The  sample  lesson  contains  its  basic  elements  of  a 
a reading  comprehensi on  lesson  and  how  to  apply  them* 
Although  each  lesson  represents  a class  session,  the 
actual  number  of  hours  per  lesson  will  vary  with  specific 
class  needs* 


B*  REFERENCES; 


K B.R*B. 

2*  S.  W* 

. 3.  S.  S* 


Wilcox,  Gilbert  & Doris,  BREAKING  THE 
READING  BARRIER ^ Prentic  Hall,  N.Y.,  1959* 

wmiifiir  ir 

Student  Workbook  - Reading  Comprehension 
Social  Studies  Content  Outline 


C.  SKILLS  OUTLINE 

D.  LESSON  SCHEDULE  CONTENT  OUTLINE  » 62  Lessons 

E.  SAMPLE  LESSON 

a*  Essential  elements 

b*  Applications  Vocabulary,  Reading  Selections,  and  Qjuestions. 


. ^ 

ERIC 


1 


P&5LI*  TEACHEK  SUfPg  FOR  BEADING  COWPBEHENStOM 

AMD  LITEBATUPE 

SKILLS  QUTLIKE 

{Social  Studio$9  literaturoi  Scierice) 


Tlie  foltos/iiitg  outUrie  gives  the  essential  reading 
comprehension  skills  needed  iw  the  Hterature,  social 
stydies  and  science  sections  of  the  High  School 
Equivalency  Examination* 


UNIT  CONTENT 

''rTTrTWii-ffgfigiigriinriTiiii>ini»tnw^iir«»TriiMiiMrwi — rTinr-mriwuw-^-^— irvjT—r^m  .n,i ~ ^ rni_uii,i n_  ■ - ■ 

I.  ‘ . WORO  ATTACK  SKILLS 

a7  p'ronunci'atl 

I.  Oictionary  guide  to  pronunciat1on*phonics 
2*  Phonetic  pronunciation 

B*  Syllebication 

1*  As  an  aid  to  pronunciatidn 
2*  As  an  aid  to  iMord  recognition 
« 3«  As  an  aid  to  spelling 

n.  VOCABULARY  BUILDING 

A7~C'^'tex t ' Cl  008^’™™'“" 

6*  Definitions  and  senile  sentences 

C.  Related  t^rds  in  other  word  forms 
(ex?  anger^  «ngry,  angrily) 

D.  Synonyms 
Antonyms 

F.  Word  partss  prefixes,  roots,  suffixes 

% 

in.  THINKING  AND  ANALYSIS  SKILLS 

A 7'  Mak^  ng  s 1 mp  I e**Tnf er<SceF^ 

B.  Distinguishing  factual  sentences,  key  words 

C.  Recognizing  categories  of  information 
0.  Verbal  analogies 

IV.  ANALYtiC  READING  SKILLS 

. RecognfzTngNmn^ideas 
B*  Recognizing  supporting  statements 
C.  Irrelevant  material 

BMQJM  FAOTAL  HATERIALS  in  social  STUDIES  & SCIENCE 
A.  Finding  specific  facts  ^ 

B*  Distinguishing  facts  from  opinion 
C.  Drawing  accurate  conclusions 

0*  Learning  basic  concepts  of  the  field  and  essential 
subject  vocabulary 
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lERlC 


2 


P^ART  e.>(Ca»itinuftd> 


mir 

VI. 


CONTENT 


READING  UTERARY  MATER lAI  S 

A.  Technical  a^ppects  of  prose  and  poetry 
1 » How  to  approach  a poem 

2.  Structure  of  poetry 
3*  Humor  in  literature 

B.  Interpetation 


TEACHER  SUXDE  FOR  READING  COMPREHENSION 


PART  P* 

LESSON  SCHEDULE  CONTENT  OUTLINE 


LESSON 

U 

2. 

3. 

4. 

5* 

7* 

8. 

9. 

V 

10. 
11. 
12. 

13. 

14. 

15. 

16. 


The  follcwirsg  outline  includes  lessons  for  building 
vocebulary  and  reading  skills  in  factual  subject  areas 
end  literature.  General  skill  lessons  in  reading  will 
be  found  in  Dreakino  the  Reading  Barrier  supplementary 
materials  in  li terature  and  socTaT  studies  will  be 
found  in  the  Student  Workbook. 

Notei  B.R.B.  chapters  are  dev«1opmen,tal  and  should 
be  used  in  sequence. 

CONTENT  ' SUGGESTED  SOURCE 

Uord  Attack  Skiliss  Dictionary  Use  Student  Workbook  & 

(Pronunciation)  Dictionary 


Word  Attack  Skills:  Syllabication  S.W. 

Word  Attack  Skills:  Review  S.W. 


Vocabulary  Skills:  Context  Clues 

( Vocabulary  Building  ) Testing  Student 

( Thinking  i Analysis  Skills)  Skills  in  these 
( Analytic  Reading  Skills  ) areas 

( Vocabulary  Building  ) 

( Thi nki ng  S Anal ysi s Ski  1 1 s) 

( Analytic  Reading  Skills  ) 

( Type  of  Vocabulary  ) 

( Covered:  General  for  all  ) 

( Subject  Areas 

( Skills  as  Above  ) 

( Type  of  Vocabulary  ) 

( Covered:  Scientific  ) 

( Skills  as  Above  ) 

( Type  of  Vocabulary  ) 

( Covered:  General  ) 


S.W. 


B.R.B.$  Chap.  1 
6 

S.W. 


B.R.B.$ 
Chap.  2 


B.R.B.i 
Chap.  3 * 


B.R.B.>* 
Chap,  4 


Social  Studies  Content  Lesson 


( Literature:  Introduction^  How  to) 
{ Approach  a Poem  ) 
{ ) 


Topic  m 
S.S.Outt ine 

S.  W. 


s( 


4 


PARTD..  (Continued) 


LESSON 

17. 

18. 

f9. 
20* 
21 . . 
22. 
23* 
24. 


27. 

28. 

29. 

30. 

31. 

32. 

33. 

34. 

35. 

36. 


CONTENT 

( V<&cabu1*)iry  Building  ) 

( Thinking  & Analysis  Skills) 

( Analytic  Reading  Skills  ) 

{ Type  of  Vocabulary  ) 

( Covered;  Mathematics  & *) 

( Science. 

( Skills  as  Above  ) 

( Type  of  vocabulary  ) 

( Covered;  scientific  ) 

Social  Studies  Content  Lesson 

« 

( Literatures  The  Structure  of  Poetry) 
( Reviews  How  to  Approach  a Poem  ) 
( ) 

( Testing  Student  Progress  on  Reading) 
( Comprehension  Skills  and  Analyzing  ) 
( Resul ts  ) 

Social  Studies  Content  Lesson 


Literatures  Figures  of  Speech  Part  I. 
Literature;  Figures  of  Speech  Part  II. 


( Vocabulary  Building  ) 

( Thinking  & Analysis  Skills  ) 

( Analytic  Reading  Skills  ) 

( Type  of  Vocabulary  ) 

( Covered;  Social  Studies  ) 


Social  Studies  Content  Lesson 


Social  Studies  Content  Lesson 


( Vocabulary  Building  ) 

( Thinking  & Analysis  Skills  ) 

( Analytic  Reading  Skills  ) 

( Type  of  Vocabulary 
C Covered;  Social  Studies 

Literature;  Interpretation  Part  I. 

Literatures  Interpretation  Part  II. 


s 


SUSGESTED  SOURCr 

mrir rmici 1 — rrr~^iT"r'‘“““‘““  ' >v 


Chapt.  5 


Chapt.  6 


Topic  02 
S.S.  Outline 

S.W. 


B.R.B.; 
Chapt.  7 


Topic  03 
S.S.  Outline 

S.W. 

S.W. 


B.R.B.; 
Chapt.  8 


Topic  1^4 
S.S,  Outline 

Topic  #5 
S.S*  Outline 


B.R.B.; 
Chapt.  9 


$.  W. 
S.W. 


PART  0,  (Continued) 


LESSON 

37. 

38. 

39. 

40# 

41. 

42. 

43. 

44. 

45# 


CONTENT  

Vocabulary  Building 
Thinking  & Analysis  Skills 
Analytic  Reading  Skills 

Social  Studies  Content  lesson 

(Social  Studies  Content  Lesson  ) 

(Social  Studies* Review  of  Content) 

Vocabul ary  Bui  1 di ng 
Thinking  & Analysis  Skills 
Analytic  Rending  Skills 

Literature*  Figures  of  Speech  Part  III- 

Literatiire  Review  Lesson*  How  to  Approach 
a Poem 

( Review  Lesson*  Vocabulary  Building  ) 

( Thinking  & Analysis  Skills  ) 

( Analytic  Reading  Skills  ) 

( All  Subject  Areas  ) 

Social  Studies  Content  Lesson 


SUGGESTED  SOURCE 

B.R.B.; 

Chapt.  10 


Topic  06 
S.S.  Outline 

Topic  07 
S.S.  Outline 


S.R.B.; 
Chapt.  10 

S.  W. 


S.W. 


6.R.B.S 
Chapt.  11 


Top^c  08 
S.S.  Outline 


Literature:  Interpretation  Part 

III. 

47- 

Literature;  Interpretation  Part 

IV. 

48. 

Social 

Studies  Content  Lesson 

49. 

Social 

Studies  Content  lesson 

S.  W. 

So  W f' 

Topic  09 
$,S.  Outline 

Topic  0tO 
S.S.  Outline 


so. 

51. 

52. - 

53. 

54. 


Literature*  Interpretation  Part  V. 
Literature*  Humor  in  Literature  Part  I 
(student  Reading  Skills  Review  ) 

( ! 


s # w. 
s#  w. 

Chapt.  12 

Topic  0 11 
S.S.  Outline 


Social  Studies  Content  Lesson 


PART  D. 

LESSON 

5$. 

56. 

57. 

58. 

59. 

60. 

61. 


(Continued) 

CONTENT  

Social  Studies  Content  Lesson 

Literature:  Humor  in  Literature  Part  H 
literature:  Interpretation  Part  VI* 
Social  Studies  Content  Lesson 

Social  Studies  Content  Lesson 

Literature:  Interpretation  Part  VII. 
Literature:  Interpretation  Part  VII I. 
Social  Studies  Content  Lesson 


SUaOESTED  SOURCES 

Topic  #12 
S.S.  Outline 

s.  w. 

s.  w. 

Topic  #13 
S.$.  Outline 

Topi c #1 4 
S.S.  Outline 

S«  W. 

S.  W. 


62. 


Topic  #15 
S.  S.  Outline 


PART  B BASIC  OmiHE  OF  A SAMPI^  REABBtO  COtffiRBHEMSXOM  MiSSCM. 

The  following  is  an  outline  contain^Jig  the  basic  eleKients  which 
should  be  pai*t  of  a teacher-made  reading  comprehension  lesson. 

I.  ESMTIAL  EJaEMUTS  ^ ^ ^ ^ ^ ^ 

A,  thd.8  voiitLlcn^  Bho^d  ixicl’uas 

and  words  whose  meaning  cannot  foe  derlYed 
fr<M  their  context  In  the  reading  ©election. 

Formats  a«  Pronunciation 
b«  Definition 

c « Sample  sentence  illustrating  'S2se  of  each  word 
^*.ccordln,g  to  the  def5jiiti(Ki.  used  1ui  the  given 
selection) « 

B.  Reading  Selection 

G.  Comprehension  questions 3 

Formats  multipl©  choice 

3-*  ypo^bulary  comprehensloti  questions. 

^ ISESS^Sess^ 

As  The  word  in  paragraph  X which  most  neax^ly  means 
»of  great  advantage”  is 

abed©  none  of  these 

•MMii*w«i**i#«ii*<<»#w*<<*^'*»*»*'****'®*"****^ 

Type  Bs  In  15jie  the  woi*d  "peculiar”  most  nearly  rfteans 
ft  b c d e none  of  these 

-y  mri — — -r—iT^"  ^-fnitnwinr — rrr-ir  imrnwitgMmmfxmtmwmm 

2.  Fact  questions 

3.  Analytic  Questions 

p 

Type  As  Finding  the  main  idea* 

Bi  The  author*©  point  of  view# 

!I^e  Os  The  mood  (literature)# 

Type  Ds  W„id  conclusicsns  or  inferences  to  be  drawn  from 
the  matei-'ial. 

h*  Content  of  Answer  Choices 

at  ^ irfi'K 

b#  A plausible  answer,  but  on©  not  drawn  from  the 
material# 

c*  An  answer  using  terras  or  vocabatary  words  similar 
to  those  in  the  material,  but  not  related  to  the 
material* 

d#  An  answer  which  is  a true  statement,  but  too 
general# 

0«  An  answer  which  is  too  specific* 


rAE*r  E (cMtinued) 


II,  AFFLIGATXONs  Vocalwilaiy,  Ee«ding  Select  Ions,  Qaestions 


A.  ^ocabulaiT* 


Head  the  seleotion,  after  laaking  sure  ^rou  knm  what  the  following  words 
mean,  how  to  pronomc©  them,  and  how  thej  are  tisad. 


word 

enable 

characteristic 


Itefinition 


let,  allow 


Th©  extra  money  will  enable  him 

to  take  a trip, 

\ 


feattjre,  distinguish**  Ctoe  characteristic  of  mbber  is 
ing  trait  that  it  will,  stretch. 


commerce  business,  trad© 


B.  Reading  Selection 


The  old  traders,  as  well  as  modem 
merchants  today,  made  their  living 
in  ccwerce. 


On  its  fifty  eight  million  square  miles  of  3.and,  the  earth  has  over 
2 three  billion  people « On  th©  average,  there  are  now  about  52  people  for 
evezy  Square  mile  of  land*  Actually,  of  course,  the  populatimi  of  the  earth 
is  not  distributed  evenly.  In  Hew  York  City  there  are  about  25,000  to  the 
square  mile,  while  in  Antarctica  there  are  none.  Population  tends  to  be 
6 dense  where  natural  advantages  c«bine  with  tradition  and  skills  of  the 
people  to  enable  a large  number  of  people  to  make  a living. 

8 Geographic  features  that  enoom^age  population  density  include  favorable 

climates,  where  ten^ratures  are  high  enough  for  fanaing  and  where  th© 

10  rainfall  is  evenly  distributed  during  the  growing  season j gocd  soils,  where 
the  natural  resources  are  available,  and  low  elevations  which  make 
12  transportation  easy  and  encourage  the  aocumulatim  of  rich  top  soils. 

Characteristic  places  of  dense  agriciilttiral  populations  incltade  those 
111  favorable  geographic  factors  already  mentioned,  sett3.eraent  along  river 
valleys  and  deltas,  intensive  agrlcultrual  (in  which  every  bit  of  land  is 
16  used,  and  every  means  is  used  to  coax  the  last  bit  of  food  from  available 
land)  and  subsistence  faming,  in  which  almost  all  of  the  crop  raised  is 
18  used  to  feed  the  f ami][y  of  th©  farmer  and  the  small  surplus  is  used  bo  buy 
clothing,  fuel  and  other  necessities.  There  are  also  certain  characteristics 
20  which  account  for  dense  industrial  popu3.atians*  There  has  to  be  accessibility 
of  natural  resources  which  are  th©  raw  materials  used  in  industry.  Because 
22  modem  industry  produces  much  more  than  can  be  used  by  the  populations  of 
Indtuatrial  regions  alone,  there  is  a product jijiwi  of  surplus  goods  which  are 
2li  then  mad©  available  to  larger  markets#  High  standards  of  living  are  created 
because  the  workers  can  sell  their  skilled  labor  at  a price  tiiat  will  buy 
26  not  only  the  necessities  of  life,  bt:s.t  comforts  and  luxuries  as  well.  Bhlike 
the  areas  of  dens©  agricultural  pop-iCLations,  industrial  regions  must  look 
28  elsewhere  for  food  to  feed  their  people*  There  is  dependence,  therefore, 
commerce. 


o 
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PAET  E>  II  (continued) 
C.  0ue8tl^<^3 


1,  dense  (in  line  6)  most  nearly  insans 

a#  thick  b*  closelj?  packed  c.  condensed  d«  none  of  t’ ' se 

2^  geographic  (line  8)  means 

a.  having  to  do  with  laaps  b.  having  to  do  with  natural  feature* 

of  the  earth 

c*  related  to  the  study  of  geology  d#  none  of  these 


3*  low  elevations  (line  11)  most  nearly  n^ans 

a.  without  uphill  transportation  b.  close  to  sea  level 
c*  in  the  mountains  d*  no  elevators  e.  none  of  these 


ii.  raw  (line  21}  most  nearly  means 

a*  .uncooked  b.  unprocessed  c*  sore 


d.  none  of  th  se 


5*  comforts  (line  26)  most  nearly  means 

a.  kindnesses  b*  consolations  c.  enjoyments 


d*  none  of  t^'  se 


6.  In  the  area  of  dense  farming  populations^  every  bit  of  land  is  used  : 

a.  intensive  farming 

b.  extensive  farming 
heavy  tradtog 

d.  iise  of  heayf  machinery 


7.  Dense  populations  are  likely  to  be  found  in  all  of  the  following  excert 

a.  river  valleys  “ 

b.  basins 

c.  plains 
d<>  plateaus 


8*  the  two  groupings  below,  underline  the  item  in  each  group  that  does 
not  belong  with  the  others.  


A.  HIGH  STAJHMHDS  OF  LI?BfGs  Industrial  regions,  production  of 
surplus  goods,  heavy  commerce,  subsistence  fanijing. 


B.  AREAS  WITH  HIGH  FOHJLATION  DENSITY:  Independent  of  commerce, 
natural  resources,  favorable  climates,  low  elevations. 
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BOARD  EDUCATION  OF  THE  CITY  OF  NEW  YORK 

MANPOWER  Development  Training  program 

no  LIVINGSTON  STREET 
BROOKLYN,  N.  Y. 


MAURICE  D,  HOFKINS 

A*IMilTANT  SUKKKIHTKNiallNT 


HERMAN  A.  KRESSEL 


DIKUCTOR 

Tie:!.,  NO, 


FOREWORD 


This  is  OR©  of  a series  of  Sasic  Education  materials  developed 
under  t special  curriculisn  grant  from  the  l^ew  York  State  Department  of 
Education.  The  items  have  been  produced  on  three  levels,  level  I 
materials  are  designed  for  trainees  functioning  below  the  4th  grade 
reading  level j Level  II  for  trainees  at  the  4th  to  6th  grade;  and  Level 
in  for  trainees  above  the  6th  grade  of  literacy. 


The  following  items  have  been  developed* 

. Basic  Education  Outline  for  Commercial  Occupations 

Specifics  (Typist  Keypunch-Verifier,  Bookkeeping  Machine 
Operator,  Medical  Record  Clerk,  Stenographer) . Levels  11,111. 

. Basic  Education  Outline  for  Distributive-Merchandising 
Specifics  (Grocery  Checker,  Shipping  Clerk,  Sales  Clerk)* 

Levels  II,  III. 

. High  School  Equivalency  Workbooks  and  Teacher  Guides  Level  III. 

0 Remedial  lesson  Materials  for  Auto  Service  Station  Attendant 
in  Traditional  Orthography  and  Pitman  Initial  Teaching 
Alphabet.  Levels  1,  IX. 

• Non-English  Basic  Education«Varied  Occupations  (Coitimerciai 
Occupations,  Herchandi sing,  Machine  Shop,  Metal  Fabrication) . 
Levels  I,  n,  HI, 

. Sample  Language  Arts  lessons  for  English  as  a Second  Language 
trainees  related  to  the  occupation  of  Picture  Framer. 

Level  IX. 

. Two  sample  Commercial  Occupations  Basic  Education  Units  for 
reading  improvement,  Levels  II  and  III. 


This  series  vias  prepared  by  the  Basic  Education  staff  of  the 
Manpower  Development  Training  Program  under  the  general  direction  of  Herman 
A,  Kressel , Director  of  the  Manpower  Development  Training  Program. 

The  research  and  writing  were  done  by  Evelyn  K.  Sussman,  Basic 
Education  Supervisor,  and  Vera  L.  Hannenberg  and  Helen  R.  Weinberg, 
Assistant  Basic  Education  Supervisors. 


Special  thanks  are  extended  to  the  Ba.sic  Education  teachers  who 


cooperated  in  developing  and  testing  these  materials,  to  Richard  0* Connor 
Brooklyn  Adult  Training  Center  Autorm)tive  Supervisor,  and  Sidney  Huchital, 
Teacher-in-Charge,  Brooklyn  Adult  Training  Center,  for  technical  help  in 
developing  and  evaluating  the  Auto  Service  Station  Attendant  material.  Thanks 
are  also  extended  to  the  Bureau  of  Coftjmunity  Education  for  its  assistance. 


HERMAN  SIOTKIN 


Project  Coordinator 
January,  1968 
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REHEDtAL  LESSON  MATERIALS 
for  the 

AUTO  SERVICE  STATION  ATTENDANT  PRE>VOCATIONAL  COURSE 

TRADITIONAL  ORTHOGRAPHY  (T.O.) 
and 

PITMAN  INITIAL  TEACHING  ALPHABET  (I/T/A) 


Paraliel  remedial  lesson  materials  in  I/T/A  and  T,0.  for  pre- 
vocational  trainees  in  the  Aaito  Service  Station  Attendant  course  have 
been  prepared  in  two  separate  books.  The  materials  are  intended  for 
adult  functional  illiterates  with  a reading  score  less  than  4.0.  These 
original  reading  selections .fol lo^  the  sequence  of  pre<-vocationa1 
occupational  training  and  have  been  graded  in  order  of  difficulty  after 
trial  with  classes  in  the  Manpower  Development  Training  Program. 

These  materials  consist  of  29  Units,  with  each  unit  divided  into 
5 parts: 

1.  A Teacher’s  Guide  including  a chalkboard  workup  of 
phrases  and  sentences  to  introduce  the  selection. 

2.  An  original  Vocational  Reading  Selection  relating  to 
a specific  area  o^  shop  training. 

3*  Reading  Comprehension  questions  based  on  the  reading 
selection. 

4.  A Language  Arts  lesson  derived  from  the  reading  selection, 
stressing  shop  vocabulary  and  shop  language  usage. 

5.  A Homework  Assignment  based  on  reading  comprehension 
and  language  arts  lessons. 
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remedial  reedlti  curNcueium 
for  Jhe  , ' 

and  d”  autos  servis  stasjhon  attendant 

<fif* 

j/t/B.  V.  L hannenberg 

L Job  opportienl its  for  jie  autce 
servis  attendant 

2.  ar  yca>  i\e  man  for  iie  job? 

♦ 

3.  yoDr  Job  as  an  aut(B  servis  attendant 

4.  iie  attendant  Is  a saslsman 

5.  gettirg  dresst  for  work 

6.  jhe  servis  stajhon  i^out 

7.  Jhe  servis  stajhon  tel  and 
8*  houskeepiri  (tors 

9.  Jhe  gasolan  pump 
10.  gasol^n  -*  hou  d(a>  get  It? 
u.  Jhe  tmy  eXcues 

12.  I If tlii  Jhe  car 

13.  daenjer  spots  In  Jhe  jhop 

» 

14.  Jhe  history  ov  Jhe  tier 

15.  Jeneral  tier  caer 

16.  henry  ford 

17.  Jeneral  autce  m^ntenans 
13,  Jhe  luebrlc®|hon  system 

19.  enjln  lusbr Icajbon 

20.  trublji%i)tlri 

21.  gaejes  and  meeters 

22.  Jhe  paier  trasn 

23.  hceldlii  thills  togeiier  - fasenlrg  devteses 

24.  steppli^  on  Jhe  braeks 
25*  stopplr^  distanses 
26*  aer  polluejhon 

27.  Jhe  return  ov  jhe  electric  car 

28.  y<^r  gas  mteiaej  depends  on  y(jd 

29.  wtnterlezig  Jhe  car 
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manpouer  development  tr»ni  9 program 
bhoiklyn  adult  trmnig  senter 
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a.  s.  a 
l/t/a 


”e  and  d” 


blackbord  frmses  tco  introdoes  selecjhon 
" i Ob  oppor tuen  i t i s f or  Jtie 

MtGB  servis  stm(hon  attendant". 

^ - 

vihaer  js  a jhortmj  ov  men 
if  hee  is  kwol i fiecf 
deesent  tak-hiam  salary 
start,  a beginner 
commi/hon  on  sals 
a gcod  fuetisr  in  autoe  servis 
in  aull  kiends  ov  weiher 
opportuen i t i s for  gtod  workers 
keep  an  ie  on  him 
acsessoris  and  nue  parts 
regialar  cevertiem  wurk 
a second  ]hi  f t 


O 


i/t/a 


hav  tcD  wurk  ihe  niet  jhift 
tco  piqk  up  supplies 

A ‘ 

a man  interestecl  in  cars 
get  alog  wiih  peepl 
Icokig, for  nue  dealers 
becuro  sts|hon  manajers 


blackbord  sentenses 

I}  sum  attendants  get  a 10  persent 
commijhorr  on  Jhe  S8sl  ov  acsessoris 
and  nue  parts, 

2}  wilh  cBvertiem,  commijhons,  and  tips, 

an  attendant  can  ern  a deesent  salary. 

3)  an  attendant  needs  a driever's  liesens 
tm  perform  roed  servis,  and  tw  pick 
up  supplies. 
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a.  s.  a.  - ”e  and  d”  (job  opp. ) -3- 


i/t/a 


4)  a man  hoo  is  interested  in  cars, 


and  can  get  alog  wiih  peepl  will 
doa  well  as  an  attendant. 


5)  ihe  oil  cumpanis  pick  gcod  attendants 


to  man»j  nue  servis  stsjhons 
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manpouer  developmen.t  trasnlg  proegrara 
brcoklyn  adult  tranlg  senter 

a.s.a.-"e  and  d” 

i/t/a 

aiitce  s er V i s 0 at lejidant^ 

empldlment  servis  reports  jlios,  that 

* » «<# . *'  *r  • 

rtiar  is  a jhortffij  ov  men  tco  fill  jobs 
as  autoe  servis  attendants.  Ais  meens, 
ihat  Jhe  man  hw)  traens  too  bee  an  autoe 
servis  stsjhon  attendant,  is  liekly  tco 
fiend  a job,  if  hee  is  kwolified.  meny 
stsjhons  hav  cevertism  wurk  for  rtiaer 
emploaees.  an  autoe  servis  stsjhon  atten- 
dant can  fflffik  a fsrly  deesent  taek-hcBm 
salary , if  hee  is  willig  tco  wurk 
QBvertiem. 

wa i e.  s a o.d .mr..kla_jg.ml^ 

in  nue  york  sity,  wsjes  for  a begin- 
nig  autoe  servis  steejhon  attendant  start 
at  ^1.50  an  our . 


...  u 

a.s.a.-**e  and  d”(job  oppdptuenitis)  -2- 
sumtiems,  bperaetors  pv  a servis  stajhon 
will  start  a beginner  at  a hieer  rat. 
in  jeneral,  3he  salary  for  a beginnig 
attendant  will  ran j between  $60.00 
and  .^80.00  a week. 

Jhe  autffi  servis  stajhon  attendant  can 
msk  tnuny  from  commijhon  on  sals,  sum 
stsjhons  p®  a 5%  tee  10%  commijhon  on  itie 
sal  ov  liEbricffijhon  jobs,  acsessoris,  and 
nu8  parts. 

an  attendant  can  aulsts  msk  ekstra 

» 

muny  on  tips.  in  sum  stajhons,  tips 
run  between  118.00  and  llO.OO  a week. 

Jhe  wurk  week  i n a servis  stajhon  is 
siks  das , at  or  nten  ours  a da.  sum 
stajhons  hav  reguelar  cevertiem  wurk  for 
Jhar  men.  sum  stajhons  hav  a 45  our  wurk 

if. 

week,  and  hav  part- tiem  emplasees,  tco 
cuver  Jhe  rest  ov  Ihe  tiem. 


a,s.a.-”e  and  d**  (job  opportugnitis)  -3- 
in  sura  strajPhons  Aaer  is  a second  jhift  tco 

cuver  aull  ov  Jtie  ours  ihat  ihe  stasjhon  is 
aspen. 

week-end  wurk  is  part  ov  ihe  job. 
wurk  on  holidss  is  aulsos  port  ov  Jfte  job, 
as  log  as  Jhe  servis  stajhon  is  apen;,;  ihar 
must  bee  attendants  on  diiety.  if  3tie  stajhon 
is  ffipen  aull  .liet,  Jhen  sum  attendants  will 
hav  too  wurk  Jhe  niet  jhift. 

an  autffi  servie  stajhon  attendant 
must  hav.,  or  bee  abl  tco  get,  a nue  york 
stat  driever’s  liesens,  hee  raa  need  tco 
driev  tco  giv  rad  servis,  or  tco  pick 
up  supplies. 

* 

for  Jhe  riet  kiend  ov  man,  Jhar  ma  bee 
a gcod  fuetuer  in  auta  servis.  Jhe  riet  kiend 
ov  man  is  a man  hoo  is  interested  in 
cors,  and  is  willig  too  wurk  betwan 
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e and  d** 
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45-54-  ours  a w^k.  Jhe  riet  kfend  ov  man 
must  bee  will  113  tu)  wurk  aull  |bifts,  on 


w%k-ends  and  hoi i dies,  and  in  aull  kiends. 

* 

ov  we^er.  moest  ov  aull,  he  must  bee  asbl 
tea  get  aloi|  wi^h  peepl,  wiih  ihe  bosses 
and  ihe  uifaer  men  ---  and  wiJh  Jhe  customers. 


a heljhy  man,  hta*  can  wurk  under  Jhees 
condijhons  mm  hav  a good  fimtuer  ahed  ov 
him.  Jhaer  or  meny  opportuen  i t i s for  good 
workers,  moest  stajhon  manajers  started 
as  attendants.  Jhe  oil  cumpanis  or  aulwass 
look  is  for  nue  deelers.  when  Jhas  see  a man 
he®  i s a geed  autos  servis  attendant,  Jhaa 
kap  an  ie  on  him,  Jtes  ar  Jhe  men  h«a  or 
pickt  too  becum  stasjhon  manajers. 

- Jhe  end  - 


.0  - ■ 

a.s.a.-"e  and  d”  Job  oppoptueni ti s 

— .J(,wg§t  i oas-r-_ 

1)  Jtiaer  ar  not  meny  jobs  ospen  for  autce 
servis  attendants.  trsiiP  or  fauls? 

2)  autcE  servis  staejhon  attendants  uejueally 
wurk: 

1)  a strffit  8 csjr  das 

2)  duerii  Jhe  week,  wiih  nee  week-ends 
or  holidae  wurk. 

3)  aull  jhifts  inclued'ig  sundas  and 
hoi  I das,  if  Jhe  stajhon  is  oepen 

3)  as  log  as  Jhe  stajhon  is  oepen,  Jhar  must 

bee  attendants  ■ . 

4)  it  is  important  that  an  attendant  bee 

®bl  tco  ________  wiJh  peepl. 

5)  noB  matter  ha  good  a worker  a man  is, 
hee  can  never  becum  a stajhon  manajer. 

tnw  or  fauls? 


manpouer  developmenl.  traenig  prcegram 
brcoklyn  adult  tranig  senter 

a.s.a.-"e  and  d”  i/t/a  (1) 

laggwasj  lesson  for  mb opportusn i t i s 

blackbord  exersies  0iort  "o”  forms 

om 

stop  slens  job  opportuenity  commijhon  on  sais 

bisness  opersjhon  radios  nobs  mercuery  comet 

operaetor’s  Ifesens  locafe  Jhe  problem  competent  Job 

top  kwolity  t^robbiQ  mmtor  a job  wiii  promis 

mop  up  iie  flor  all  globuels  hfedrometer  reedfQ 

blsckbig£G(«.^ei3ijgns^^,t. 

wee  had  tco  order  nue  nobs  from  Jhe  manuefactuerer  for 
Jhe  customer’s  rcgdios. 

b«  an  operator’s  llesens^  or  driever’s.  Ifesens,  Is  naded 
to)  wurk  In  meny  servis  stajhons. 

c.  Jhe  customer  comp  land  abait  a throbblQ  moetor  ^len  hee 
stoppt  for  a red  Ifet* 

d.  In  Jhis  stajhon  osnly  top  kwoiity  mator  oils  ar  uesd. 

e.  a hfedrometer  reedlQ  will  indIcat  #iejher  iie  radiator 
wauter  Is  tccD  hot. 
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manpouer  development  trsenlrg  proegram 
‘ brcoklyn  adult  traBnlr?  senter 

a.s.a*“”e  and  d”  i-t-a  I. 

hosmwurk  asslenment  for  job  opportuenltls 

HOT c I ass^,^ d^t_ teefher 

a.  when  oil  drips  on  Jhe  ground,  It  forms  circis  ov 

oil  v^l(f)  ar  caul  Id  * 

b.  lie  temperatuer  ov  iie  wauter  In  iie  raedlstor  Is 

(heckt  ble  took  1 13  a . 

c. .  a job  In  #il[h  y(si>  can  get  ahed  bee  caul  Id 

^ . 1 , - - - - • 

d.  attendants  In  meny  st^Jhions  maek  extra  muny  Itroj) 


e*  auM  attendants  Jnaer  In  Jhe  cleeniri  (jiors  and  must 
sumtfems  — — — — ^ — 


manpouer  development  traenifi  prcegram 

a«s*a«  ,, 

e*  and  d.  , . 

V.!.  hannenberg 


blackbord  frsgzes  tco  Introdues — 

ar  yco)  J’ne  man  for  Jhe  job? 


mcr;k  up  yoor  rnisnd 
last  on  ::;ie  job 

bevy  and  hard  wurk 

jhe  (jianses  ar.** 

m(fl)y  to  nu8  york 

waurm  and  cumfortabi 

grees  and  oil 
dl rty  hands 
traenif^  on  Jhe  job 
crariky  customers 
eesy-gc6iri  person 


sertaen  kfend  ov  wurk 

consider  yca)r  helfh 

In  good  condijhon 

hevy  majheenery 

get  uest  tco  Jhe  cceld 

espejhia!  ly  important 

important  tco  remember 

leed  t0  better  pae 

polfet  and  plesant 

waetiri  an  peepl 

get  alor^  wlJh  Jhe  customers 


kwestlons  on  Jhe  blackbord 

a,  v/not  kfends  ov  Jobs  in  Jhe  Jhop  dc?)  ycc)  fiend  hard? 
b*  vi/hot  dus  it  meen  viien  peepl  s$ — “ycs)  must  start 
from  Jhe  bottom"? 

c.  hcso  dco)  yco)  thirik  Jhod  dcs)  Jhe  cleeniii  up  in  Jhe  Jhop? 


manpojer  development  tranlfg  prcegram 

v.l.  hannenberg 

ar  y(fl)  Jie  man  for  Jie  Job? 

Jiar  Is  a lot  iiat  yor:  jhcj)d  na  abait  a jab  buefor 
y<o)  can  mak  up  y<c>r  mfencf  iiat  It  is  iie  job  for  y(si)# 

iiar  Is  aulsa  a lot  iiat  yco)  must  na  about  ywseif 

befor  yco)  can  cfeslecf  itat  y<a>  ar  fit  for  a sertan 

kfend  ov  wurk*  It  Is  Just  as  Important  for  ]f(a>  ta 

bee  riet  for  iie  Job  as  It  Is  for  ii8  Job  ta  ba  rfet 

for  y(a)* 

Jie  first  |h‘i^  iiat  y(c)  must  consider  Is  yw  heljli* 
befor  c:an  desied.  ta  trasn  for  a Job,  ych)  must  bee. 
sertan  iiat  ycc)  ar  In  gad  Jhap,  and  iiat  y<a>  hav  v^ot 
It  taks  ta  d<c)  ie  job, 

a week,  sick  man  will  not  last  on  a J(jb  iat  has 
a l.ot  ov  hevy  and  hard  wurk,  eeven  If  si  big 

man,  must  still  bee  stroi?  If  yw  wurk  rekwlers 
a lot  ov  llftlri  and  carryiQ  ov  hevy  majheenery  and 
tols.  hevy  wurk  Is  anly  for  a man  hcc)  is  blit  for 
It,  If  yco)  taek  a Job  Iiat  Is  to  hard  for  y<o),  lie 
(tianses  ar  iat  y(a>  will  not  last  very  loi^  on  lie  Job. 

ter  ar  aulsa  meny  peepl  hos)  cannot  stand  very  hot 
or  very  cald  weier.  for  su(ti  peepl,  a Job  iiat  has  a 
lot  ov  outdor  wurk  ma  bee  very  hard*  peepl  hcsO  mGa>v  to 
ntie  york  from  warm  plases,  llek  lie  sai|t),  or  porto 
rica,  fiend  It  hard  to  get  uest  to  iie  caid.  an  out- 
dor  Job  ma  bee  very  hard  for  iiees  papl,  espejhially  In 


i 

ar  y(fl)  Jhe  man  for  Jhe  job? 

-b- 

wt  nter* 

an  autcB  servis  stsBjhon  attendant  wurks  outdors  a 
gragt  part  ov  his  wurk  d^.  hc-e  Is  mcc)vif^  aul  I lie  tiem  pump- 
iii  gas,  (heckir?  tiers,  gceii^  insted  for  (tisenj  and  stamps# 
hee  must  bee  ©bl  to)  t^k  Jhe  heet  ov  Jie  summer  and  iie  cceld 
ov  Jhe  winter  if  hee  Is  gmiri  to)  last  on  iie  job#  sum 
peepl  get  usst  to)  outdor  wurk  very  fast  and  lern  tco  llek 
it#  many  peepl  liek  outdor  wurk  better  ±an  Insfed  jobs# 

Jhe  oitdors  givs  .iiem  a sens  ov  freedom. 

an  attendant  must  lo)k  neet  and  cleen#  hee  is  Jhe  man 
hca>  greets  Jhe  customer,  hee  must  aul  see  dress  to)  bee  Oo)!  In 
Jhe  summer  and  waurm  and  cumfortabi  In  Jhe  winter*  an 
attendant  must  never  ceverdress.  If  hee  wasrs  to  murh 

MWV  MM.  M*.*  W 

clmJhlri,  hee  will  not  bee  ajbl  too  wm  and  too  wurk. 

a man  hoo  cannot  stand  gettiri  his  hands  dirty  will 
not  bee  very  happy  as  an  autm  servis  attendant,  grees  and 
oil,  and  Jhe  smell  ov  gasoleen  ar  part  ov  i\e  job.  nee 
matter  hou  neet  and  cleen  y<j2>  ar  #ien  y(s)  start  iie  das,  yoa) 
will  end  iie  d«  wiii  dirty  hands,  remember  to  iiat  a gas 
steejhon  dus  not  smell  liek  a gorden,  n(B  matter  hou  cleen 
and  wei l-kept  I t Is* 

an  autcB  attendant  Is  not  iie  osnly  wurker  hca)  gets  his 
hands  dirty  on  iie  job.  doctors  d«io  a lot  ov  dirty  wurk. 
SOB  dco)  arcitects,  enjineers,  artists,  and  eeven  teecfiers* 


ar  y(fl>  Jhe  man  Vor  iie  job?  ^ ’ 

«c~ 

ail  I ov  Jhees  peepi  need  a lot  ov  soep  and  waiter  at  lie  end 
ov  a wurk  dffi*  nog  matter  hou  dirty  yca)  get,  ycc)  can  ailwaes 

wojh  at  iie  end  ov  iie  d®*  spejhial  sosps  for  grees  and  oil 

ar  kept  at  Jhe  st^Jhon*  an  attendant  can  leev  Jhe  stajhon 
wliToiit  a tr^s  ov  grees  and  on  his  hands  and  fags* 
in  eny  job,  a man  h<d>  Is  Interested  In  iie  wurk,  and 

enjois  iie  v/urk,  will  uesueaiiy  ills  Is  tr&)  In 

autce  servfs.  a man  hca)  lieks  cars,  will  enjoi  wurkir^  as 
an  attendant,  if  a man  enjois  wurkifi  wiii  his  hands, 
hee  will  get  aloii  In  a servis  st^Jhon*  an  Interest  In 
iie  job  mag  leed  to)  better  pae  and  too  mor  traenfri  on  .iie 
Job. 

an  aitoe  servis  attendant  spends  a larj  part  ov  his 
wurk  d^  wiii  peep!,  hee  Is  ine  wun  hoj)  meets  iie  customer  and 
has  tco  bee  nles  too  iie  customer.  If  yca)  d&>  not  llek  wsgtii^ 
on  peepi,  ills  Is  not  a job  for  y<a>«  yoiir  job  as  an  autos 
servis  staejhon  attendant  Is  too  gfv  servis  will  a smiell 
If  yca;  hav  a nasty  customer.  It  ma  becum  hard  to  smfel. 
but  fortuenait ! y , not  aul  i customers  ar  nasty.  If  yco)  ar 
an  eesy-gceirg  person,  wiii  nles  manners,  y<a)  will  get  a!oi^ 
wiii  iie  customers,  ils  Is  good  for  ycc)  and  good  for  bis- 
ness. 


lie  end 


-d. 


* p* 


ar  y<o>  Jhe  man 


) 

for 


jhe  job? 


ij 


mmm 


kwestlons 

eny  job  Jhat  paes  well  is  Jhe  rlet  job  for  y<c>* 

tre>  or  fails? 

bo  an  autce  servis  stsejhon  attendant  spends  a larj  part 
ov  his  dae*.o 

insted  he  Jhop 

sweep  I rg  and  cUeniQ  Jhe  stsjhon 
In  and  out,  In  ail  I kiends  ov  weiier 


Co  Jhe  mor  closJhlti  an  attendant  wars  In  Jhe  winter, 
Jhe  better  off  hee  will  beeo 

trca)  or  fails? 

d*  meny  jobs  hav  dirty  wurk.  nam  to  ov  Jbem. 


e*  a man  ue3UBally  enjais  his  wurk  In  a gas  stajhon  If**, 
hee  cannot  stand  gettlr?  his  hands  dirty 

Ifeks  to)  wurk  on  cars 

cannot  stand  watlrg  on  peepi 


3.«  S • d.  • 


mahpixier  development  traerni^  prcBgram 


I 


v*lo  hannenberg 


lai|gw$j  lesson—  ”ar  iie  man  for  Jhe  job?*’ 


ei 

0»Jm  44M# 

he  i{h 
srne  1 i 
elevator 
electric 

en 

«MVMM 

en  joi 
enj  i neer 
attendant 
jeneragtor 

em 

remember 
memberl'iip 
empty  cans 
emp  laiee 

card 

et 

better 

metal 

sett! 

ey 

hevy 

seventy 

evaporset 

es 

dress 

espejiia  1 i y 
tek  ^ 

eJh 

Mp«  VMK  1 

weJher 
tc*)qeti]er 
1 eJner 

ed 

credit 

sed-iment 

eduecajhon 

kept 

September 

deposit 

ec 

section 

second 

tecnical 

hel|ti  reesons 
we  I i-kept 
smell  Itek  a garden 
dee  well  on  iie  Job 
remember  we  1 1 
evaporated  wauter 
essce  gas  stagfhon 
leier  belt 
dirty  sediment 
aitomobeel  enjineer 
teen  I cal  matter 


et  better  pse 
evy  majiieenery 
bevy  ekwipment 
dress  for  Jhe  weiier 
espejhial  I y in  winter 
rmd  test 
oil  deposits 
welded  twgeiier 
credit  card 
electrical  system 
elementary  eduecasjhon 


v.l.  hannenberg 


ho3mV(/urk  assfenment  ”ar  y<s)  Jhe  man  for  iie  job?” 
fill  In  Jhe  correct  anser — 

a.  it  Is  Just  as  important • for  yco)  tco  bee  rfet  for 

iie  job,  as  It  Is  for  Jhe  job  to)  bee 

b*  an  outdor  job  ms  bee  hard,  espejhially 


cw  an  aitm  servis  stsjhon  attendant  Is  rm^vlti  ail  I Jhe 


d*  In  iie  winter,  an  attendant  must  dress  to)  bee  wairm. 


e.  grees  and  oil,  and  iie  smell  ov  ar 

part  ov  an  autoe  servis  stsejhon* 

f.  a man  h(o>  lleks  __  vvll 

iE3ueally  msk  a g.o)d  aitcB  servis  stajhon  attendant. 

g.  an  Interest  In  a job  ma  !eed  t(o 


h*  an  aitos  servis  stasjhon  attendant  must  not  miend 
wastiQ  on  peepi,  and  must  noe  hoi  tco  get  


tfem 


and  gcelii  insied 


for 


and 


but  hee  cannot 


and  mor 


on  iie  job 


manpouer  deveiopmeiit  trantii  proegrans 
brcokiyn  adult  tran!?§  sen  ter 

a.s*a.  - and  d^  I t a 


Introductory  fraeses  to)  accumpany  nedlfi 
^yo^r  Job  an  mtc&  servls  attendant** 


befor  yc^  begin  tranli? 

Jhe  attendant’s  duetls 

gri^t  iie  customer 

atta(ii  Jhe  pump  hms: 

set  Jhe  pump  rejister 

wiep  off  Jhe  wlndjh^etd 

Jhe  v/urk  ticket 

ras.  Jhe  lift 

rifi  up  Jhe  s^ii 

rep  lass  Jie  rasdlator  hmx 

car  h(od  jhcod  bee  rasd 

«ihen  Jhe  customer  \s  convinst 

If  lie  car  needs  oil 

(heck  Jhe  ar  In  Jhe  tiers 

figusr  out  \rfiot  Jhe  car  ri^ds 

Jhe  st^jhon  manajer  or  mecanlc 

le  cost  ov  repair 

Inspect  Jhe  blm-ble  system 

a stcelen  or  canselld  card 

pick  up  supplies 


"year  Job  as;  an  a.s.a 


pae  i to 
t66rfier*s  qled 
bJackbord_sentenses 

1.  a st$jhon  manajer  will  uesieally  te|l  Jhe  nae 
attendant  egsact I y «hot  his  dtetis  ar. 

r 

ia  befor  gas  Is  purapt  Int®  Jhe  car,  Jhe  attendant 
must  remember  t®  set  Jhe  pump  rejistera 

3*  a cleen  dip  stick  will  jh®  If  iie  car  needs  I© 

an  attendant  will  never  estimaet  Jhe  cost  ov' 
repaer© 

/ ■ ■ 

5©  dierlri  Jhe  drfevvva  servis,  Jhe  car  h®d  jh®d  bee 
rasd  t®  Inspect  Jhe  instead* 


■ , >:  -y  ;,v  ^ 

1* 

ognlt  to 


fm  wA  4% 


-:j7 


manpajer 
bmk  I 


opment  tra&nlii  program 
aduii  tranl'iB  sen  ter 


I o t a < 


ycsT  Job  as  an  ait®  servfs  attendant 

*»<*  4Si>*  <«iit  •**«  ««M|  «M#  Ml*  Mif*  «Kj«*  ffi0^  iuir  th.,  0mi 


It  lx  ail  was  a good  la4®a  to  lern  as  mu(h  as  possib! 
abait  4fee  Job  y<«)  plan  to  tok*  ft  is  a g(Ml  lad®a  to  fiend 
ast  as  mu(fi  as  y<^  can  about  Jie  wurk  ®ven  befor  y&o  begin 


tranTii  for  a niB  Job*  Jhe  mor  Informajion  hav  about 
Jhe  wurk^  and  about  wliot  wfl!  b®  expected  ov  yo^  on  Jhe  Job^ 
Jhe  ®sier  It  will  b®  for  to  desled  ibeJher  Jhe  job;  or  te 

job  traeniig  is  rfet  for  yo^* 

a stajbon  manajer  will  ossiieally  tell  Jhe  nue  attendant 
aul  I about  hou  Jhe  stojhon  Js  run,  and  ^t  iie  attendant’s 
duetls  or*  Jhe  Job  Is  ailm^st  Jhe  sam  in  ail  1 stajhons,  but 
sum  stajhons  or  run  a litti  differently  from  uiiers*  iie 
manajer  will  u@3ugally  tell  y<^  nsliot  yoa^  n^d  to  nm* 

in  ayl  1 sta|lons  It  is  iie  Job  ov  Jie  aito  servis 
stajion  attendant  to  gr®t  lie  customer  hci^  driavs  up  to 
Jhvs  pump  for  gas«  It  fsailwas  a go)d  lad^a  to  get  to 
Jhe  customer  as  kwickly  as  possibi,  and  to  mak  him  fri 
Jiat  y<^  or  happy  to  him  and  wat  on  him* 


yw  job  as  an  autce  servis  attencfant 

If  a customer  has:  tc*)  waet  becaus  ycs^  or  blsy*.  let 
him  ncB  Aat  y<ij)  wl  I I task  caer  ov  him  as.  sm  as  you  ar  f Inllht 
hee  Is  mor  It^ly  to  w$t  for  servis  and  not  driev  awas. 

If  yca>  greet  him  and  tell  him  Jhat  yosd.  will  bse  wiJh  him 
In  a fu5  min  Its* 

If  a customer  has  cum  In  for  gas,  Jhe  attendant  ! 

will  Jhffi  him  «ter  tco  driev  Jhe  car<>  hee  wl  I T Jen  taek,  oHr 
lie  gas  cap  and  atta(ti  lie  pump  hoes  t(o  lie  tat^k.  befor 

Je  gas  starts  tco  flm,  lie  attendant  must  set  lie  pump 
rejlster*  ' 

It  is  ails®  lie  Job  ov  lie  attendant  to)  wlep  off 
Jhe  windjhield  and  lie  rc^r  windce*  Jhe  car  h®d  Jbced  b66 

raid  tco  (teck  lie  oil  and  waiter  levels*  If  lie  car  nads 

* ^ 

rtl,  or  a niE  fan  belt,  or  an  (Si  filter,  Jie  attendant 
Jho)d  tell  iie  customer,  a clen  dip  stick,  wi:jh  Jhe  (Si 
level  Jhosiii,  Jhcod  bffi  |i(Bn  to)  Jhe  custAer.  hse  can  lien 
S£6  for  himself  iter  lie  (Si  level  ls.1,  idien  Jhe  customer  is. 
convinst  liat  lie  car  needs  (Si,  y«ii>  must  nis  »hot  grad  ov 
(Si:  lie  car  tsks.  lie  manieal  will  tell  yea, 

lie  aitcB  servis  attendant  isailsce  expected  ta 

^eck\  lie  $r  in  lie  tters  will  a tter  g®J,  if  lie  customer 
asks  for  it. 

■ 


/ 


J 


job  as  an  Mm  servis  attendant 


iie  attendant  jlicod  ajlsa  fland  ait  ^t  uJier  servisas 
Jhe  customer  ma  wont*  If  Jie  customer  dux  not  sm  to 
nm  itot  Jie  car  Jie  attendant  ma  offer  servises 

and  trie  tco  flgi^r  ait  he  car  sumiWnx  iie 

attendant  ms  n^d  iie  help  ov  Jie  sta|ion  manajer  or  Jie 
mecanic  In  fiend  I f|  iie  trubi* 

Jie  attendant  must  riet  up  iie  wurk  ticket*  hse 
rtets  iitet  he  car  nads^  but  hee  dus  not  esUmst  he  cost 
ov  repsr  or  Isbor* 

a car  \sti!|fi  Is.  braut  In  for  a luebrlosjhon  ms  bee 
driven  onto  iie  JIft  bte  iie  attendant*  hee  ma  anise©  rss 
iie  lift* 

If  iie  dll  has  tco  bm  (tisnjd,  ills  to  ma  bee  iie  job 
ov  he  attendant*  for  iie  lusbrlcsjhon,  iie  manaefacterer^s 
mameal  or  (jiart  must  fol  lisd^ 

an  autcB  attendant  ms  aylsos  hav  to  (heck  iie  transmljhon. 
he  dffferen|ii!aU  iia  brask  f!u8ld»  and  uAer  fluelds  In  lie 
peuer  parts* 

iie  attendant  Inspects  iie  on  Inspects 

and  cleens  Jie  bloe-'bfe  system  In  iie  enjln^  If  iiar  Is  wuh. 

sumtoms  an  attendant  wl  1 1 hav  to  doo  uiier  jobs 
toe  hee  maijiav  to  repack  or  replas  frunt  tml  b^rlqSi 
rep  las  iie  ar  filter,  or  (hanj  iie  of!  filter* 


gjgj  for  yw  job  as.  an  autce  servls  attendant 

♦ /«  ♦ 

an  attendant  m®  auls®  wurk  wIJi  iie  battery*  hee 
m®  test  or  (jiarj  Jie  battery*  or  replss  iie  storsj 
battery*  h®  m®  replss  a seld  bffini  lenlt,  install! 
windjheeld  wlepers,  replss  iie  r$dl®tor  and  hater  hoeses, 

and  replss  a fiermostat  or  fan  belt. 

after  an  attendant  has.  pumpt  gas  ints  Jie  car,, 
or  msd  a ssl  ov  sum  supplies,  ha  tsks  cajh,  msks  (h®nj, 
and  jtiaiiks  iie  customer,  in  sum  esses  ha  m®  riij  up  iie 
s$ls  himself,  sumtiems  ha  will  turn  Jie  muny  sver  too 
iie  manajer  too  ri  13  up.  if  a credit  card  is  ffisd,  ha 
must  riet  up  a credit  slip  wiii  ail  I iie  informsjhon  iiat 
is  naded.  ha  must  (fieck  too  sa  iiat  iie  credit  card 
not  a fsny,  and  is  not  a stslen  or  canselld  card. 

ii$r  ar  meny  toolsvihl(ti  iie  attendant  must  nee  hoi 
t®  ues,  hoc  must  ba  familiar  wiii  iie  scroodrfever,  adjustabi 
and  socket  renches,  and  p Iters,  ter  ar  ails®  meny  pases 
ov  ekwipment  niftiiti  ha  ueses,  su(ti  as  Jie  htedrometer,  tier  gaj, 
battery  tester,  hledrailic  lifts,  and  Jacks,  revers  fiujh 
majhan,  «tel  balansiij  majhan,  and  iie  $r  rnajhan',  for  dis- 
mount i 13  tiers. 


pasj  fley 


yw  job  as  an  autce  servis  attendant 

■ , y 

a lot  ov  Informaejhon  about  servis a cor  rs.  found 
In  iie  manueals  prepaerd  btes  autoe  raanuefactuererso  an 
attendant  must  Icok  at' tes  manueals:  often* 

an  attendant  ue3ueally  has  t©  hav  a drfever*s 
llesens’^  hee  mae  hav  t<i)  driev  a customer*^  cor*  hee  ra®, 
auJiSos  hav  t©  gee  cut  wTJh  Jhe  st®Jhon  truck  or  stsjhon  wagon 
for  reed  serv!s,  or  too  pick  up  supplies^ 


Jhe  end 


2$j  sIK  y<a>r  job  as  an  autoe  servis  attendant 

y 

kwestjon^ 

l»  Ae  less  y(e)  n©  about  w^iot  Is  espected  ov  yc^  on 
Ae  job,  Ae  better  off  y<a>wlll  bee. 
trca)  or  falls? 

2.  in  aul  I staejhons..  It  Is  Ae  Job  ov  Ae  aut©  servis 

attendant  t© — 

htt>  drlevs  In* 

3, ^  a customer  will  w©t  for  servis  - 

a*  If  h©  has  a lot  ov  tiera 
b#  If  h©  must  hav  Ae  servis 

c*  If  ycfi)  gr©t  him  and  prom Is  t©  b©  wlA  him  In  a 
f©  mtnitso 

y.  d©rl^  drievw©  servis,  an  attendant  Jh©d  not  boAer 
Ae  customer  wlA  uAer  car  n©ds^^o 
troD  or  fails? 

S’#  informsjhon  on  servis  I r|  a car  Jh©d  b©  gotten  from 
a#  Ae  stajbon  manajer 
b#  Ae  raecanic 

c#  Ae  manual,  whenever  possibl#' 


I ) ( I 

manpouer  development  tranig  proegram 
brcoklyn  adult  trasnig  senter 

a.s.a.~’’e  and  d**  i/t/a  (3) 

laggwaj  lesson  for  vopr  job  as  an  antes 

servis  attendant 


1.  blackbord  frases:  Jhort  ^’a*’  forms 


an 

staejhon  manajer 
aitoB  mecanic 
cansel Id  card 
servis  maniBal 
annueal  tier  s$l 
\(a>s  fan  belt 


as 

gas  tar^k 
worn  gaskets 
assistant  manajer 
passenjer  ear 
cors  rasp 
master  syl inder 


31L 

raedlastor  cap 
appi  Icaejhon  form 
self-tapplQ  scroa)s 
recappt  tiers 
hcBs  adaptor 
roed  map 


ac 

egsact  amount 
(jiarj  account 
tcc>l  rack 
steel  brackets 
sprae  lacker 
practical  ekspeerlens 


j 


} I ® 

a.s.a.-”e  and  d"  i/t/a  (3) 

lai§gw£Ej  lesson  for  year  iob  as  an  aute 

•“  >r 

serv i s attendant 

11 . blackbord  sentenses: 

1.  :ihe  dors  ov  itie  car  wood  not  cIobs 
properly  becaus  ov  Jhe  worn  gaskets. 

2.  hee  ussd  a cors  rasp  insted  ov  a 
fien  rat-tffil  fiel. 

3.  too  nue  steel  brackets  wer  instaulld 
tea  hoBld  Jhe  tel  piep  in  pless. 

4.  meny  stsejhon  manajers  will  giv  Jtieer 
men  a raes  after  Jiiae  hav  gotten  sum 
practical  ekspeeriens  on  Jhe  job. 

5.  compleet  instrucjhons  on  hou  tea  servis 

^ car  model  ms  bee  found  in  ihe 

***.«*..  • ’ 
manuef actuerers  servis  manusal. 


/ 


o 

# 

manpousr  developmen.t  trsBnira  prcBaraui 
brcoklyn  adult  trsnig  senter 


a.s.a.-**e  and  d" 


i / 1/  a ( 3 ) 


hcsmwurk  assienment  for  vtar  ioh  as  an 


SMtce  servis  attendant 


nsm 


class 


das± tee(he  r. 


fill 

an  attendant  must  bee  casrfccl  tco  c'leck 
Jhe  customer's  credit  card  tco  see  Jtiat 
it  is  not  a 

a well-run  servis  stmjhon  has  aull 
ov  its  teals  neetly  huig  on  a 


3, 


Jfie  cap  jiicod  aulwass  bee  replaest  on  Jhe 

scE  Jhat  ncB  breek 

flea  id  leeks  out. 

4-.  Jhe  stffijhon  redusst  Jhe  pries  on  sull  ov 

* 

its  tiers  dusrig  itie 


5.  a gcod  aute  servis  st^jhon  attendant 


m©  sum  da  becum  a 


nanpoie/'  deve  I op«eRi  trasn!«l^i^fgrae 


b rwk  I yn  ado  i t tran  I 


autie  servis  attendant 
•e  and  d“ 


I t a 

V.  1. 


t»tier»s  Qted 

Introductory  blactebord  frases 

iie  attendant  ts  a salsman 


responsibl  for  runnltj  Jhe  sta|ion 

iie  sucsess  or  falter 

mats  iie  customer 

bay  contact  wlii  iie  customer 

cum  in  for  gasolen 

(iieck  iie  ctaltii  system 

ssrlus  ekspens  or  fnjatry 

drteywa  servis 

¥ 

cianlij^  iie  wind|isld 
a lot  ov  travel  I 
nMdvd  millions  ov  tarns, 
betwan  gas  stajhon  visits 
daaijer  points 
iie  minimum  servis 


/ 


jMKj—to  ^ *J)6  a^.iendant  Is^  a ssisnan 

isie£2s_jgiei 

blackbord  sentenses 

l»  Ae  proper  sen/ts  t(a  a car  will  prevent  seerius 
cfamaej. 

A iie  sucsess  or  tttdrnr  ov  a sts^on  ({epentfs  a lot 
on  iie  attendant* 

3*  i^  car  parts  mc^v  millions  ov  tiems  between 
gasoleen  flll-ups. 

7»  Jie  man  bed  mats  iie  customer,  will  ksp  iie 
customer  or  l©s  him, 

5*.  drfevws  servis  wIM  aiier  msk  or  brsk  a servis 
atsihon. 


manpaer  development  trsnl^  prsgram 
brmklyn  adult  tr$n!g  senter 

ate  servis  attendant 
•e  and  d"  I t a 

iie  attendant  !s  a ssisman 

» 

a«i  aatffi  servfs  stajhon  manajer  Is  a very  Important 
person*  hee  Is  responsibl  for  runnft  Ae  $tae|ion,  for 
manajlii  Ae  wurk.^  and  for  keeplts  A©  rtsBjhon  In  blsiess* 
but  a tarj  P®0"t  ov  Ae  suesess,  or  faelmr  ov  a servls 
$ta8|(on  “depends  on  Ae  attendants 

Ae  attendant  Is.  Ae  man  meets  Ae  istomer*  It 
Is  hfs  servls  and  manner  ibl{ji  wilt  tep  Ae  customer  and 
brill  In  wurk*  very  often t Ae  attendant  Is  Ae  mnly  perso 
ta  bav  contact  flA  Ae  customer*  a |iarp  attendant  wlU 
gfv  good  servls,  and  will  aiilsos  nces  h®  t(^  sell  Ae  customer 
parts  and  servls*  leap  It  Jbe  car  In  gad  ^®p  Is  gad  for 
Jlie  customer,  gad  for  Jie  attendant,  and  gad  for  bisness. 

moetorlsts  cum  In  for  gasoleen  raor  often  Aan  for 
eny  uJher  servls.  Jhat  Is  «He  dr!ev\»$  servls  Is  s® 
Important. 

ter  Is  mu^  mor  ta  drfevw®  servls  ten  pumpft  gas^ 
^ecklt  and  waiter,  and  cisnit  te  windjhald  and  rmr 
wind®. 


i ) 


Jie  attendant  Is  a salsanan 


w(8st  often  a car  travels  a hundred  mlels«  or 
befor  !t  Is  bc^  In  taflll  It  up  #IA  gasolen, 

Jbis  item,  betwen  ftli-ups,  die  car  has.  dun  a let  ev 
travel  ilQ,  and  lt$  parts  hav  muvd  ri!  1 1 Ions  ov 

» ■ * 

Iws  parts  hav  gotten  hot  enuf  tw  melt. 

die  imflvlQF  parts,  die  maJNcenery.  Jiifid  bs  ^cki  every 
wuns  In  a «Hel.  dier  Is  a lot  diat  can  happen  tm  a car 
between  gas  sts^on  visits,  diaer  Isa  lot  diat  can  gee 


roqp  wlJh  die  tters,  C(a>l  I13  system,  die  enjtn,  or  die  brsk 
system.  If  diees  dsnjer  pdnts  ar  not  (teckt,  disr  ms  bee 
ssrius  ekspens  or  Injiary. 

die  minimum  servts  diat  Jtimd  bee  given  at  die  pump 


tjsr 

1.  dell/er  die  gasoleen 

2.  ctieen  die  wlnd|isid  and  reer  winds 
3*  (beck  Jbe  cedlilij  system 

(iieck  die  mmtor  oil 
s'*  ^eck  udier  needs 

die  grstest  ocpportmnity  for  selll^  cums  from  ■ 
"^eckliii  needs.*^  JbIs  ms  turn  oat  tm  bee  die  mss t Important 
ssrvls  given  ble  die  attendant*  a taipk  fsll  ov  gas, 
and  dsn  wlndss  ar  Important,  but  dis  wl  1 1 not  help 


' 

r. 

O'' 

iie  attendani  Is  a ssismsan 

Jhe  drlever  very  wu(b>  If  hee  Is  In  for  sari  us  raecanlcal 

' ^ \ 

trubi • 

an  attendant  to  Is;*  servlslfi^  a car  has  Ae 
opportunity  t©  ffend  oat  If  Aasr  at  trubls#  If  Ae 
fan  belt  UfcxS  worn,  If  Ae  car  Is  oeverdus  for  a 
liiebr I cae|ion , — Ae  attendant  JicDd  caul  I Ae  drlever*s 
atten|ion  tot>  A^s  Important  nads*  In  dc?>li  sme,  hf 
Is  belpiri  Ae  drlever  and  help  1 13  Ae  bisness  ov  Ae 
stsjhon. 

Aat  Is  iNe  sasls  and  servis  gm  hand  In  hand* 

Ae  |iarper  Ae  attendant’s  te  In  spottlri  car  n^ds» 

Ae  better  Ae  servis  and  Ae  better  Ae  s^ls* 

kwesUons 

I*  a gcod  stajhoti  manajer  Isaull  Aat  Is^naded  for 
Ae  sucsess  ov  a servis  stagJhon« 
trad  or  fauls? 

2,.  k^plt  Ae  car  In  godd  p^p  Is  gc*>d  for  Ae 

gcdd  for  Ae  and  g®d  tor  ^ 

3^  mmtorlsts  driev  in  ta>  a st#on  mmstly:. 

a.  for  .a^n'enjln 
bo  for  a tier  (tieck 
c*.  for  gasolein 

I*- 

a car  uesyeal  ly  travels  mor  Aan 

betwt-n  f 1 1 l:-ups«  \ ‘ 

(feecbtf^Ae  daenjer  pjolnts  can  prevent  s^rlus 


t„  ) 


p»J  Ihrm 


or 


o 


o 

manpouer  developmen.t  trsnhj  prcegram 
brcoklyn  adult  traenig  senter 

a.s.a."”e  and  d”  i/t/a  (4) 

lagwasj  lesson  for  ihe  attendant  is  a sslsman 

1*  blackbord  frases:  ee  forms 


ffp 

steer  I rg  itel  mccDv  iie  cr^per 

peelirg  pasnt  cfrfev  a J^p 

winpjheeld  wfepers  (beeper  model 
autoe  dec-1  er  steep  hill 

stasniess  steel  meet,  peep  I 

Ilf  blackbord  sentenses: 


eet 

greet  iie  customer 
ssefty  seet-belts 
(beck  jfie  meeter 
reetael  prf6ses 
radios  and  heeler 


1)  fhe  car  had  very  sis  pick-up  i«Jien 
it  had  tco  diem  a steep  hill. 

2)  an  attendant  is  expected  tco  greet 
customers  in  a plesant  manner. 

3)  a set  ov  nu3  blsds  had  tco  bee 

instaiilld  on  Jtie  windjfieeld  wiepers. 

4)  3he  customer  desisded  tco  ssv  muny 

bfe  trasdig  in  his  big  car  for  a 
Cteper  model. 

5)  3lie  attendant  nus  Jhat  hee  wcod  hav  tco 

moov  Jiie  creeper  aws  liien  hee  emptid 
Jhe  enjin  cragkcess. 


inanpoaer  development  traanig  prcegram 
brceklyn  adult  traenig  senter 

a.s.a.-"e  and  d”  i/t/a  (4-) 

hosmwurk  assienment  for  ihe  attendant  is 

a saelsman 


naam 


1) 


class 


at 


Ct  lie  { 


mi  r i n 

if  ihe  attendant  is 

on  ihe  nu3  customer, 
tco 


tea  faisy  too  wffit 

it  i s a gwd  iedeea 
and  ask  him 


tCO  Wfflt. 


2)  ter  is  less  dsnjer  ov  rust,  «ten 
autcB  parts  ar  ra$d  ov 

3)  itie  aiitcB  sffifty  laus  rekv/ier  Jhat  nus  cors 

bee  ekwippt  v/iili 

* • ■ - 1 • 

4-)  ivhen  ihe  ma nu3f a c tier  e r raeses  iiie  pries 

■N  V 

OV  aiite  parts,  fm  deelers  ussueally  rses: 
Ihe 

**** *'■"■!  — m— ngi . . . ♦ 

5)  ihe  mecanic  waurnd  ihe  drfever  ihat  too 
mu^  U3S  ov  ihe  and  

weed  caus  a draen  on  ihe  battery. 


o o 

manpuer  efevelopment  tranliQ  prmgrem 
brook  I yn  adult  trsnli^  setiter 

a.s.a.  *e  and  d*  I t ai 

teertier's  qfed  - 
blaefebord  fraoses  for  - 

•qettig  dresst  for  wurk" 

CE(I  tlep  ov  wurk 

$aef  Jobs  - dasnjerus  jobs. 

caus  a lot  ov  trubi 

stro(3  paer  ov  jhoos 

JhoAS.  Jhat  giv  nos  support 

Risk  Jhe  grand  slippery 

grssy  and  dirty 

a bad  liRprejhon 

toe  garcfss  bf  It  In 

(A I and  waiter  re2Kistant 

raat(ftBif  wurk  pants  and  jhirt 

a ueniforrn  rental  outfit 

embroiderd  nm 

fifty-fifty  baesis 

t®klti  rnuny  and  mask]  13  (Jiaenj 

keep  reesonably  cleen 


I ) for  wurk” 

a#s®a#  **e  and  rf* 

tfi&er - 

* M.§cfebord  sen  tensest  — 


I.  # tlep  pv  wurk>  has  Its  spe|ilal  t©Is  and  spejhial 
cl  alls. 

i.  JhssE  Aat  giv  nc  support  ar  uncumfortabi,  and 
dsnjerus. 

3*  oil  and  water  in®k  iie  f lors  In  lie  gas  stsjhon 
very  si  Ippery. 

■y.  meny  usnliforms;  ar  supplted  ble  a aniforro  rental 
iftfit. 

^ hands  JIuBd  bee  cleen  when  tsklg  rouny,  maklg  (jianj, 
or  rtetli^  out  a credit  slip. 


manpner  development  prmgram 

brook  I yn  adiilt  trasnf't?  senter 


a.s.a.  "e  and  d* 


I t a 


“oetUra  dresst  for  wurk." 

>w»*  mm  mm  mm  mm  nr^  ■mm  mm  wmh  wm 

Jfe®r  ar  spejhial  tols  for  every  traed*  Jhaer  Is 
aulsos  spe^ifa!  cloadhl^  Is  proper  for  €6(t!  tlep  ov 
wurko  yc^r  saefty  at  work  ra®  depend  on  yci^r  beelfg^ 
properly  dresst  for  Jie  jobo>  dresslr^  sasfly  Is  Just 
as  Important  In  |ie  S(&-cajlld  *^saef**  jobs  as  It  Is  In 
Jhe  **daenjerus*'  Jobs. 

very  l<^s  cliBJhtri  mae  keep  y<a>  aa>l  In  Jhe  summer,., 

but  ciedif^  can  get  caut  In  a pees  ov  mct^vlt? 

majianery,  and  caus  a seer  I us  acsldent^  a lor^  tie 
Jhat  har^s  dcun,  or^  torn  Slavs  can  cans  a lot  ov 
trubU  pictuers  ov  attendants  uesueally  |tfle  Jhem  waerlrj 
boe  tfes*  bees  ties  ar  Jhan  not  cenly  because  Jha3  look  g®d, 
but  becaus  te  ar  safer. 

an  attendant  must  bee  carfci)!  about  Jhe  jhcaos  hee 
waers  to  wurk.  hee  needs  a go)d,  strorg  paer  ov  jtos 

to  support  htis  fat  becais  ha  will  ba  on  his  fat 

aul  I dae*  nuflr?  spalls  a da  llek  fat  Jhat  hurt  becaus 
ov  uncumfortabl  Jho£>s. 


sneeJters  or  sport 
out  for  Jhe  autoe  servfs  $ 


feet  nos  support,  and  can  te  d^njerus* 


In  Jhe  winter,  snakers  giv  Jie 
protecjhon  from  Jhe  cmld*  If  a hevy  oirtlcl 
fael  I from  a |ielf  and  land  on  an  attendant's  feet. 


hee  ma  hav  seer  I us  trubl<»  Jie  oU , wauter  and  gasoleen 
Aat  ar  faind  on  Jhe  fior  In  a servis  stajhon  mak 
*e  groind  irery  slippery^  waukitj  on  slippery  grejand 
wlA  sneakers  Is  danjerus. 

spe^ilal  wurk  J%j>s  ar  mad  for  Jhe  trad.  Jbas 
^s  iB3ueally  hav  a naopreen  sosi  and  heel,  and  ar 
oil  and  waiter  resistant,  sum  ov  Jh^s  Imi  ar  ailsm 
meed  wlJh  steel  tc^gards  blit  In, 

In  well-run  servjs  stmjions,  Jhe  men  uB3iBally 
dress  allek,*  Ae  dress  ma  consist  ov  mat(hlr|' wurk 
pants  and  Jhfrt,  wurk  jh(xi>s,  and  a skee-cap.  In  sum 
ptaesesaull  ov  Jhe  attendants  wasr  cuver— aul  Is*,  ov  Jhe 


saem  culor,  iie  culor  will  depend  on  Jhe  gas  stasjhon* 
jhel  I attendants  will  waer  wun  culor,  moebll  attendants, 
anuJher  culor,  and  essoe  attendants,  anuJher  culor. 


s 


•gettlig  dresst  for  wurk** 

aenlforms- 

«MM  #0»  «Mk  HM  «NM 


meny  autce  servls  staejhon  attendants  waer  usnlform:^. 
at  wurk*  yccs  hav  probably  nostlst  hou  ntes  jbees  tiinlforras 
Icdk  ihen  Jhas  ar  frejb  and  clan#  In  sum  ca^sesv  Jbe 
empNfer  gets  Jhe  sen  I forms  from  a uenlform  rental  - 
oitflt*  €6(h  man  fs  meaierd  for  sles,  and  often  his 
naem  Is  embrolderd  on  Jhe  left  pocket  ov  Jhe  Jhirt  or 
Jacket®  sumtiems  Jhe  n^m  ov  Jhe  staejhon  Is  printed  on 
Jhe  Jfcirt# 


at  sum  stasjbons  Jhe  attendant  has  t(*)  pa  for 
Jhe  cl^nlti  or  launder!*^  ov  Jhe  tenlform*  In  uJher 
cases,  Jhe  attendant  and  Jhe  emplolier  jhar  Jie  cost  ov 
cl  an  I If  on  a fifty-fifty  basis* 

at  a smaul  1^  stajhon,  an  attendant  ma  hav  t<n 
ble  hlis  an  usniform  and  pa  for  Its  upkeep® 

Jhe  upkeep,  or  car  ov  a ten  I form  fs  as  Important 
as  iie  lentform  Itself,  aven  Jhe  flenest  uenlform  wj  1 1 
get  grasy  and  dirty,  will  nad  mendlif  not;  and  Jhen  If 
It  Is  t(i>  contlnie  to  tok  ga>d*  a messy-l<jaklr|  uenlform, 
and  a messy— tok Irg  attendant  glv  Jhe  customer  Jhe 
faltif  Jhat  Jhe  stajhon  Is  a mess®  Jhts  Isrtfe  It  Is 
Important  for  Jhe  attendant  to  ba  dresst  properly 
and  ba  nat  and  clan® 


■ ..  O 

» * 

PjBj  for  »gettli5  dresst  for  wurk" 

* 4^,  t * ^ 

hasr  must  bee  cut  and  ctBmcf*  handijjted  wiept  , 
after  # job  scb  Jhat  iis  Icok  f^rly  cleen  vihen  Jhe  attendant 
Is  tak!^  muny  and  maaktf  (jiaenj^  or  rtetiti  out  a credit 
sllp<; 

y<id  can*t  ekspect  to  wfep  a windjheeld  c ton  If 
y/^r  hands  ar  greesfer  and  dirtier  Jhan  iie  wlndjieeld* 
an  attendant  htt  needs  a jhasv  Icixks  messy  and  will  mask 
a bad  Imprejhon  on  Jhe  customer# 

ov  cors,  nos  attendant  can  tok  spotless  after 
a dae*s  wurk*  but  It  Is  possibl  to  k^p  reesonably  cton 
on  Jhe  Job  bte  wieplf  Jhe  hands  and  fa3S  after  # Job# 

Jhe  customer  and  Jhe  boss  wont  a cton  attendant# 

toesUons 

I#  proper  dreSvS  to.  Important  not  osnly  for  Jhe  s«ek 
ov  toks>  bci)t  for  yo^r  Jhe  Job# 

2.0  sneekers.  and  sport  jtes  ar  gtod  for  wurk  In  a servis 
stas|ion# 
tnjd  or  fails? 

3#  at  sum  sta^on:s,  Jhe  attendant  pass  for  Jhe  ctonir|. 
ov  his  tieniform,  and  at  uJiers*  Jhe  cost  IsjhaBrd 

blii  Jhe  stalhon  and  Jhe  attendant# 

- - aWMaM  V 


^'ge-tty,:  dnesst  - for 


a messy  lo)klJt  attendant  masks  Jhe  customer  feet 
Jhat  Jhe  servts 

a#  gmd  and  |iegp 
bo  messy  and  cagrless 
c*  dun  blfe  cm/erwurkt  attendants 
an  attendant  jh(i)d  never  wasst  tiem  cleenFiri  up 
after  ^ Job# 
tr<fl)  or  fauls? 


manpcuer  developmen.t  trasnig  proegram 
brcoklyn  adult  tresnig  senter 

a.s.a.-'*e  and  d”  i/t/a  (5) 


laggwsj  lesson  for  aettig  dhesst  for  wurk 


1.  blackbord  fraeses: 


as  forms 


commijhon  on  sasls 
wauter  pasl 
broeken  tasl  piep 
enjin  faliier 

reetasl  pries 

asr 

spaer  tier 
vtel  baerigs 
far  pries 
ar  filter 

afhon  endigs 
map  informa/hon  servis 
enjin  luebricajhon 
Job  applicajhon 

car  re  j i strajhon 


fifty-fifty  basis 
enjin  cragkcas 
ras  the  enjin 
wast  gas 

parkig  spas 

an 

mak  (ji®nj 
(jianj  ov  cal 
dran  ihe  cragkcas 
danjerus  jobs 


danjerus  occueps/hon 

vacajhon  pa 

nue  york  sity 

popuelajhon 

parkig  vieola/hon 


'S! 


\r 


w 


ifimiy. 


o 

p 

a.s.a.-*'e  and  d" 


o 


i/t/a  (5) 


laggwaej  lesson  - gettia  dresst  for  wurk 
11.  blackbord  sentenses:- 

1)  every  servis  staj/hon  island  /head  hav 
a wauter  pasl  wiJh  djstilld  wauter 
for  Jhe  battery. 

2)  grast  o®r  must  bee  tasken  too  protect 
3be  ies  iiJien  Jhe  attendant  has  tea 
drsn  Jtie  cragkeses. 

3)  3he  lift  is  aulwass  Lsssd  for  an  enjin 
luebr  i caajhon. 

4-)  customers  or  liekly  tcc  return  tco 
a servis  staajhon  if  Jlie  servis  is 
gcod  and  Jhe  prieses  ar  faar. 

5)  it  is  a daenjerus  practis  tco  driev 
a car  without  a sp®r  tier  in  Jhe 


manpouer  ' Jevelopmen.t  traern  | prcegram 
brcoklyn  adult  traenig  senter 


a.s.a.-"e  and  d” 


i/t/a  (5) 


hcEmwurk  assienment  for  gettiia  dresst 

lor  wurk 


nasiii 


c las  s ^dffi  t teedie  r. 

f-ill-  I n 

1)  if  a car  cener  wasts  tea  log  tco  tsk 
5fte  car  In  for  a 


Jtiaer  mae  bee  seer  i us  damaej  too  Jhe  enjin. 

2)  mcEst  servis  staBjhons  ar  prepssrd  tco 
help  drievers  plan  a trip  bie  pro- 
vied  i 0 a 

3)  In  meny  steBjhons,  Jhe  cost  ov  Jhe 

attendant's  ueniform  is  jhaerd  bie  Jhe 
eitiploiee  and  Jhe  stsjhon  on  a 


4)  gcod  aiitoe  msntenans  is  Jhe  best  ws  tic 

avoid  

5)  an  attendant  mas  mask  extra  muny  ee(h 

week  threa  

* _ . A 


O 


manpouer  development  trsniQ  proegram 
brjoklyn  adult  traenliii  senter 

a*s#a*  ”e  and  d)” 

I t a 

i§§d)®Eis_aied_tw 

i?e_serv!$  staejhon  tagout 
Micfebord  fra&ses  IntrodueslQ  Jhe  selecfhon 

Jhe  saein  ekwipment 

Jhe  laBout  Is  plannd 

conveentent  for  servis 

wauter  mtfest  wlJh  (Si 

a popuelar  product 

« 

rust  Inhibitor 
te^p  track  ov  Jhe  supplle 
block  traffic 
remlend  Jhe  customer 
Interfeer  wlJh  ujher  cars' 

Jhe  storaej  ov  teals 
raedlaetor  saler 
a (jieck  ov  supplies 
a luebrl caejhon  job 


ii£i!er:»s_sted  , 

blackliord  aenienses 


J V i ,i>  a i dciUi4» 


I,  Jie  s®m  ekwlpment  is  ue3«eally  foind  in  lie 
s®in  piss  In  iHffist  ait®  servis  st®jhons« 

supplte  and  ar  kept  on  a rack,  sob  Jhat 

an  attendant  can  ffend  Jhem  cesi  ly * ■ 

3^  waiter  mikst  wlA  c^l.  itiaeks  Jhe  ground  slippery 
and  daenjerus* 

Ift.  Ae  suppi.ie  r^  will  uB3ueally  contan  oil  filters^., 

spark  plugs,  fan  belts,  windJUsBld  wlepers,  mirrors,) 

and  uJher  popalar  ietems. 

5*  an  attendant  often  k^aps  track  ov  Jie  suppil^  ov 


material s. 


o o . 

manpouer  development  traenlii  prcegram 
brcokiyn  adult  trssnfr^  sen  ter 

a.s*a*  and  d** 

I t a 

Jha  servls  stalhon  l^t 

hav  y<0)  ever  ncettst  Jhat  moest  servls  stajhons 
l(i)k  allek,  and  seem  tco  hav  iie  aam  ekwipment  In  Jie 
sam  pi  as?  Ills  \%  na  acsldent#  servls  stajhons 
ar  lad  cut  In  Jhe  sam  wa  becaus  Jhe  lacwt  Is:  plannd* 

Jhe  laoit  Is  plannd  to)  mak  anil  parts  ov  a stajion 
convenient  and  practical • 

fie  pumps  ar  located  In  Jhe  sen  ter  for  a very 
gad  r^son*  mast  drleverx  pa)li  up  to  a servls 
stafrton  becm  Jia^n^d  gas*  plasto  pumps  In  Jhe 
senter  Is  conveen^t  far  servls  and  for  advertteto* 
Jhe  gas  pumps  can  s^n  eeslly. 

Jhe  ar  compressor^  or  ar  dispenser  off  to 
a sled*  In  Jhls  wa^  cars  nsedlii  ar  for  Jhe  tiers  can 
not  block  traffic  around  iie  pumps*  ImaJIn  #iot  a 
mess  Jbar  w^d  b^.  If  a car  stoppt  to  get  ar  for  Jhe 
tiers  In  frunt  ov  Jhe  gasoton  pumpsS 


iie  servis  staejhon  laaut 

l'®-.ly?brl5§|]2D_ba 
Jhe  luebricajhon  ba  is  ue3ueally  found  on  Jhe  rlet 
hand  sfed  ov  Jhe  stajhon  as.  yo^  drfev  In  from  Jhe  streets 
Jhls  tco  wos  plannd  for  a g<jod  r^son*  It  wos  probably 
dun  to)  remfend  Jhe  customer  drievirg  In  for  gas,  Jhat 
hee  needs  a luebricajhon  jobo  sins  a luebricajhon  job 
dusv  not  tak.  to  I off,  Jhe  customer  ma  desled  tea  stop 
and  hav  It  dun. 

Jhe  wojhlg  ba 

mm  mtm  mum  tn>m  mm  mmm  mm  mmm 

Jhe  wofilii  ba,  In  Jhe  stajhon  Is;  often  In  Jhe  back 
ov  Jhe  stajhon.  Jhls  to  wos  dej^nd  to  avdd  traffic 

Jams  up  frunt.  If  Jhe  wauter  spras  wer  operated  In 

¥ ' 

frunt,  Jha  mlet  aulsa  interfeer  wIJi  ujher  cars^  waiter 
mikst  wljh  oil  and  gas  around  Jhe  pumps  wad  mak  Jhat 
area  very  slippery  and  danjerus. 

Jhe  supplie  rooms,  Jhe  off  Is,  Jhe  rest  rooms,  and 
.Jhe  emplolee  wojhilif  areas.,  ar  aulsa  pcot  ter  Jha  ar  needed 
to  mak  jie  stajhon  a conveenlent  plas  for  wurkli^. 

ail  I servis  stajhons  hav  a plas  set  asfed  for 
Jhe  storaj  ov  tools:  and  ekwipmento  Jhar  1:^  a tol 
rack  to  «hl(h  aul  i tools  Jhwd  bee  returnd  after  ues. 


o 


BSjl.fi£f  lie  servts  staejhon  lamt 

suppttox  or  kepi  OR  racks  Ian.  imisi  stsjhons 
k«p  on  hand  a geMf  supplk  o¥  ports  an4  aesessorfx 
ilit|^  or  testf.  Ae  supplit  rm  »3aally  eontsnx  oil 
ft  Hers*  spark  piugs»,  fan  be|U»  wln(f|t«t4  wkpers,. 
oirror*#  baiiertst  an<l  uAer  popniar  tsiems«  lie 
supptii  run  will  autsa  contain  asnv  different  kiftnii($ 

sv  motor  mix,  rodlastor  saler  and  rust  Inhibitor, 

# 

and  cianlq  Gompomdx*  a (jieck  ov  supplkx  lx  kept, 
and  an  attendant  h»  netlsex  Aat  a popmlar  product 
lx  runniij  oat*  ^i«d  remtend  As  manajer  abut  orderlii 
Ms  Mtem*  ' 

In  sum  stoAens  an  attendant  kaps  track  0¥ 
he  supptli  ov  matartalx.  ha  will  ba  askt  to  (jieck 
tn  an  order  ov  supplAx,  and  to  mak  an  order  ov 

i- 

jiatarlalx  i<il(|i  or  In  ^ort  suppito* 


I*  most  stojbonx  lok  Ae  sam  beeaixt 
a,  wun  stajhen  eoptx  Ae  uAer 
Asr  Is  no  ptanntQ 

c*  Ae  tooit  lx  plannd  for  Ae  best  and 
most  coRvaniint  os  ov  sp»s. 


O 


for 


Me  aervis  st^jhon  Imt 

Jhe  pumps  ar  ai!wai  oat  In  frunt  becaust 
Mm  ar  toD  big  tco  bgg  enyiter  els 
mcfest  customers  cum  In  for  gas 
Jhe  manajer  wonts  to  tep  an  le  on  Me  men* 
eerji  locseted  In  a pias  see  Jhat  Jie  stojhon 

traffic  will  fl(B.  eeslly® 
tr<i&  or  fails? 

toU  anci  auto  supplies  ar  UB3U8ally  stord  on 

Jhe  we|ii®  ba  Is  often  found  In  Jhe  ov  Jhe 


o 


J* 


manpouer  development  trsniia  proeqram 
brcoklyn  adult  trsnig  sinter 


a.s.a.-**e  and  d"  i/t/a  (6) 

laggwffij  lesson  for  Jfae_ servis  sta»!bnn  lawif 

1.  blackbord  fr^xei:  forms 


ie 

testiri  ekwipment 
trip  aever  toix 
oil  dip  stick 
get  a tiet  grip 
trigger  grip  hancfl 


I s 

servis  stajhon 
1 1st  ov  supplies 
repises  dlstrlbuetor  points 
piston  fler 


slippery  ground 


I b 

rust  Inhibitor 
dlstrlbuetor  cap 
snuBkli^  prohibited 
autoB  acsessory  dlstrlbuetor 


I 


a . s . a . 


-’•e  and  d«  i/t/a  (6) 

laggwffij  lesson  for  H\e  servis  stasftion  laout 


11.  blackbord  sentenses;- 

1.  it  is  dasnjerus  tcc  wasr  sneekers  at 
wurk  iter  Jte  ground  ms  bee  slippery 
becaiis  ov  grees  and  ull. 

2.  if  Jhe  gas  mixtusr  is  not  Jte  riet  wun, 
ihe  pistons  wi  11  not  fier  properly. 

3.  if  a stffijhon  is  not  run  well,  and 
attendants  forget  too  pciot  teals  awss 
sumwun  bee  seeriusly  hurt  trippig 
cEver  teals. 

4.  a good  rust  inhibitor  added  tco  ihe 
radiaetor,  will  prevent  rust  and 
damsj  too  3he  rsdiaetor. 

5.  ”smcBkii§  prohibited”  stens  neer  gas 
pumps  Jhcod  aulwaes  bee  observd  bfe  bcEfi 
Ihe  customers  and  ihe  stae|hon  emploiees. 


manpouer  development  traenig  prcegram 
brcoklyn  adult  traenig  senter 

a.s.a.-”e  and  d"  i/t/a  (6) 

hcEmwurk  assienment  for  Jiie  s e r v i s 

staeflion  laeout 

naem. class  dat  teatier 

f i 11- I n 

1.  It  is  nesessary  tco  wiep  Jhe  

cleen,  befor  pcottig  it  into) 

Jhe  enjin  cragkcaes. 

2.  an  attendant  mae  sugjest  Jhat  a 

bee  added  tco  Jhe 

raediaetor  When  it  is  flujht  and  refilld, 

3.  in  sum  stffijhons,  an  attendant  mae  bee 
askt  to)  preoaer  a 

1 I KWiiiiwe  wtrui  n ■■  n 1 1 > n mu  m umu 

for  Jhe  boss  tco  order. 

4.  sneekers  or  daenjerus  in  an  autoe  servis 

staejhon  becaus  grees  and  oil  maek  Jhe 
ground  . 

5.  Jhe  battery  voeltasj  meeter,  and  Jhe 

hiedrometer  or  peeses  ov  

.uesd  in  a servis  stsjhon. 


-O  f)  ...  ... 

manpauer  aevelopuien.t  traentg  prcegram 
brcoklyn  adult  traenig  senter 

a.  s.  a.  - ”e  and  d'*  i/t/a 

teedier*s  aied  for 
jhe  servis  staefhon  island 

blackbord  fraeses:  *■ 

moBst  important  part 

ekwippt  wiih  an  oil  spout 

a battery  wauter  dispenser  , 

jhced  bK  wiept  claen 

distilld  wauter 

attract  iv  tco  Jtie  customer 

maeks  ihe  porig  Ksier 

prevents  bpillig 

ihe  raediaetor  ov  a car 

spe/hi  ally  paerrfied 

blackbord  sentences: 

1)  tco  :the  attendant,  ihe  ieland  is  ihe 

moBst  important  part  ov  ihe  staeihon. 


"e  and  d” 


-2- 


• S • d,  • 

rtie  servis  stafhon  ieland  - ( t . g . ) 

2)  Jhe  customer  sees  Jhe  ieland  first,  and 
gets  his  imprejhon  ov  rtie  stae/hon  from 
Jhe  appeerans  ov  ihe  ieland. 

3)  after  Jhe  dl  spout  is  uesd,  it  Jkod  ba 
wiept  clan. 

4)  Jhe  wauter  for  Jhe  battery  is  distilld 
wauter. 

5)  bss  or  ue^ueally  off  tco  Jhe  sied  ov  a 
stajhon. 


SliiiSkt  ri  i 


M 


^ w m fc  ^»;«V,'  ^ '*  a jiw'  * '; 

adult  t r jl  n4  j s e n t e r 


h" 

a.  s.  a.  - ”e  and  d”  i/t/a 

Iiie.....serv  i $ atalhon  island  ■ \ 
Jhe  servis  stae^on  ieland  is  Jhe  Spot 
inteer  ihe  gas  pumps  or  locasted.  it  is 
caulld  an  ieland  probably  becaus  it  is 
surrounded  bie  Jhe  uiher  parts  ov  Jhe  gas 
stasjhon.  uesueally  Jhe  ieland  is  in  Jhe  raiddl 
ov  Jhe  stasjhon.  tco  Jhe  attendant,  Jhe  ieiland 
is  Jhe  mcBst  important  part  ov  Jhe  stsjhon. 
Jhar  ar  jneny  uJber  ^»ias  founcf  on  a 


5=^5 


servis  stajhon  iela-nd  besieds  Jhe  pumps, 
an  ieland  is  uesueally  ekwippt  wiJh  an  oil 
spout,  a wauter  pal,  a battery  wauter 
dispenser,  and  a touel  hcelder. 

Jhe  ieland  is  Jhe  first  spot  a 
customer  sa^s.  it  jhcod  look  nat  and 
attractiv  too  Jhe  customer. 


! /t/a 


i~i  O 

a.s.a.-  **e  and  cf**  pg.  2 
rt»e  servis  stasflion  ieland 
ihe  ail  spctut  is  inserted’  j ntoD  a can 
ov  dl  iAen  Jhe  enjin  needs  mor  oil.  3he  spmit 
masks  liie  porig  easier,  and  neeter,  and 
prevents  spillig.  after  Jhe  spcsit  is  uesd, 
"i\t^  Ihcfld  bK  wispt  cleen,  and  pcot  back  in  its 
propWv  plaes. 

Jhe  v^vi^er  peel  is  uesd  tcu  add  wauter 
tco  Jhe  r»diator\ov  a car.  Jhis  psl  must 
bee  kept  cleen  and  free  ov  dirt  ov  eny  kiend. 

a battery  wauter  dispenser  is 
uesoeally  famd  on  ihe  ieland,  toa.  Jhe  wauter 
for  Jhe  battery  is  distilltf  wauter.  it 

•>  u 

jhcod  bee  ssvd  for  ues  in  Jhe  battery  oenly. 
distilld  wauter  is  wauter  Jhat  has  been 
spejhially  puerified. 

mosst  ielands  auls@  contsn  a touel 

I M « ^ . 

hoelder,  boelted  tco  a posl.  paeper  tisjels 
plae  a very  important  reel  in  Jhe  attend- 
ant’s wurkdae. 


i /t/a 


a.s.a.-  ”e  and  d”  pg.  3 
rtie  servis  stafhon  island 
a paper  touel  is  uesd  too  wiep  Jhe  windjliald 
and  reer  windoe*  ihe  attendant  aulsoe  niaks 
IBS  ov  paper  toiels  too  cleen  his  hands 
kliel  wurkfis. 


raeny  parts  ov  a stajhon  or  caulld 
lassu.  mmst  stajhons  hav  a wofliii^  b»’  a 

■^rjRsgrs  ija. 

has  ar  uesueally  off  too  ihe  sied  ov  a stajhon, 
wiJh  a sien  ihdicatit  vter  ee(ji  ba  is  located. 


manpouer  development  traen t § pmgram 
brcoklyn  adult  traen  ig  senter 

a.s,a-”e  and  d”  l/t/a 

s .etalhon  ieland  > kwestioos 

1)  ihe  ieland  is  bilt  tc«j  hoeld  oenly  :fte  gas 

pumps.  troo  or  fauls? 

2)  distilled  wauter  is  kept  in  a cleen 
pael  for  3tie: 

(1)  windjtelds 

(2)  Ae  rasdiastor 

(3)  battery 

• ♦ M.  <  *  *r  W 

3)  Jhe  08.1  spoit  prevents  Jhe  oil  from 

- * 

¥ 

4)  Jtie  first  plass  a customer  sees.yhen  hae 

drievs  in  is  ihe  , 

5)  in  addijhon  tw  itie  pumps,  ihe  ieland  is 
ekwippt  wi)h:  a) 


C) 


O 


manpcjer  development  trsniq  prcegram 
brcoklyn  adult  traenig  senter 


a.s.a.-"e  and  d" 


i/t/a(7) 


laggwffij  lesson  for  3ti  e s e r v i s.  ■S-ts.-b  ojl 

island 


1.  blackbord  fr8s::es:; 


"ie"  forms 


servis  stffijhon  island  off  tee  a sied 


meeter  dieals 
hiedrometer  reed  i 13 
hie-test  gas 
hiedraiilic  brsks 
fier  ekst i ggwi Jher 
tier  treds 


pusrified  wauter 
increest  mielsj 
wuns  i n a vfel 


fiels  and  rasps 


windjlieeld  wiepers 
tiep  or  model 


dieagonal  cuttig  plieers  wiept  cleen 


si  ip- joint  plieers 
hiedraulic  lift 
servis  gied 


itel  alien  me  nt 
dan Jer  siens 
jhieny  and  cleen 


manpouer  development  trasnia  prcegram 
brcoklyn  adult  trsnlij  senter 

a.s.a.-"e  and  d"  i/t/a  (7) 

laiggwsj  lesson  for  rtie  servis  st»^fhnn 

island 

11.  blackbord  sentenses: 

1.  tier  ekst  i ggwijhers  or  plsjst 
ttiroflout  Jhe  servis  stsejhon  for 
kwick  ues  in  an  emerjensy. 

2.  fiels  and  rasps,  for  fien  and 
cors  f isl  i g , or  kept  on  racks 
i n itie  teal  ream . 

3.  si  ip- joint  plieers  or  acjjustabl 
and  mae  bee  uesd  for  meny  different 
tieps  ov  jobs,  and  for  different 
sieses  ov  nuts  and  biElts. 

4-.  poor  itel  alienment  mas  caus  uneeven 
war  on  tiers. 

5.  a gcod  attendant  will  spot  dsnjer 
siens  in  a car  befor  the  trubl 
gets  seer  i u s . 


manpouer  developmen.t  trasnig  prcegram 
brcoklyn  adult  trsnig  senter 

a,s.a.-"e  and  d”  i/t/a  (7) 

hcemwurk  assfenment  for  ihe  servis  st^fhon 

ieland 

* 

__c  1 a s s. _d  88 1 tee(fie  r 

f-  i 11-  I n 

1.  nuematic  braeks  operset  wiih  asr,  and 

— ; ^ oaerat  wiJh  flcald. 

2,  i f Jhe  tiers  or  wsrig  unec-venly,  3tie 

car  ma  need  a 

♦ 

,has  a 

hieer  octan  ratig  Jtian  regular  gas. 

4.  lAen  wauter  is  needed  in  Jhe  car  battery, 
cenly  distilld  or 
jhcod  bee  ussd. 

Jhe  proper  tiep  ov  gas,  and  ihe  proper 
servis  will  giv  Jhe  driever  


5. 


o 

manpouep  development  traenig  prcegram 
brceklyn  adult  trasnig,  senter 


a.-s.a.-”e  and  d”  ted)er*s  gied  i/t/a 

ntrodies  selecihon 


cleen-up  jobs  ar  jterd 
men  tsek  turns 
tu|j-up  paent  jobs 
maentenans  ov  tools 
skilld  mecanics 
in  aiilmcBst  every  traed 
tools  and  ekwipment 
a good  app^rans 
wasst  tiem  huntig 
laerf  too  trubl 
the  pocket  ov  a ueniform 

start  at  Jhe  bottom 

, 

brcBken-in 
a sloppy  wurker 
a sloppy  wojhroora 
left  i n a mess 


i/t/a 


MsJgMajJLJllOES. 
gets  on  everywun’s  nervs 


back  on  ihe  rack 


hav 


mor 


not  very  popuelar 
reasserabl  ihe  job 
fleer  acs  i dents 


blackbord  sentenses: 

1)  in  meny  jhops,  a nue  man  has  too  start 
at  Jhe  bottom. 

2)  Ihe  cleen-up  jobs  ar  uejieally  Jhaerd  bie 
aull  ov  Jhe  men. 

3)  a sloppy  attendant  is  not  very 
popielar  wirti  his  felloe  workers. 

4)  eeven  skilld  mecanics  cleen-up  in 
Jhe  Jhop. 

5)  tiften  tools  and  ekwipment  ar  replast 
on  Jhe  rack,  Jhaer  ar  fueer  acsidents. 


ERIC 


m 


mm 


o o 

manpauer  development  traBnli  prcegram 
brcoklyn  adult  trsnig  senter 

a.s.a.-"e  and  d”  i/t/a 

JamkMoXa,  _dio,  r s 

every  servis  stasjhon  must  bee  kept 
n»t  and  cleen.  Jtiis  is  important  not 
cenly  for  ihe  customers,  but  for  Hie  peepl 
hcso  wurk  i n Hie  staejhon  as  well,  in  mcest 
staejhons,  Hie  hausKeepig  (tors,  or  cleen-up 
jobs,  ar  ifiasrd  bie  mill  Hie  attendants.  Hie 
men  t®k  turns  at  clsnig  and'  sweep ig  Hie 
stssjhon  and  wojhrcaims,  Hiar  or  tu{ji“up  psnt 
jobs,  w i ndffi-wojhi g , and'  Hie  meentenans  ov 
tools  and  ekwipment.  mill  ov  Hiees  (tors  or 
Jhaerd  bie  Hie  men. 

cleen  i g up  i s port  ov  aulracest  every 
job,  in  every  jhop.  a boss  ekspects  Hie 
men  too  cleen  up  after  Hiemselvs.  Hi  is  is 
eeven  troo  ov  very  skilld  mecanics  in 

majheen  jhops,  in  metal  jhops,  and  in  milracEst 
every  treed. 


a • s\  a o 


tf 


O f, 

e and  d"  pg.2  i/t/a 

✓ 

jSjjSMjyjLjilCLC  s 
Jhasr  or  meny  /hops  in  iAi(h  a man  has 


to5  start  at  Jfie  bottom  noe  matter  hew  mu(ti 
tr®nii|  or  skill  hee  has.  in  meny  jhops, 
Jhe  last  man  toa  bee  hierd  has  3he  job  ov 
cleenig  and  sweep  i 15 . Jhis  is  part  ov  bee  113 
brcEken  i n*  . cenly  at  ter  a man  has 
wurkt  at  ihe  cten-up  Jobs  for  a idhiel, 

dus  hee  get  tea  dca  Jhe  ski  lid  wurk  in  Jhe 
jhop. 

in  an  autce  servis  stasjfion,  Jhe  cleen-up 
(hors  or  uejueally  jh®rd  bie  aull  ov  Jhe  attend 
•ants,  Jhe  man  hca  i s a sloppy  worker, 
will  get  intoo  trubl  not  oenly  with  Jhe 
boss,  but  wiJh  Jhe  uJher  men  in  Jhe  jhop. 
noebody  lieks  tea  ues  a wojh^room  Jhat  has  been 
left  in  a mess  bte  sumbody  els. 


a.s.a.-”e  and  d”  pg.3  i/t/a 

hcRiskeepia  rfiors 

noebody  lieks  too  gos  lookii  for  tools  Aat  hav 
not  been  eland  properly  or  replsst,  after 
ues.  ihis  kiend  ov  sloppiness  gets  on 
everywun’s  nervs,  and  uesueally  leeds  too 
trubl. 

rtie_  caer  ov  tools  and  ekwipment 
spejliial  tools  and  peeses  ov  ekwipment 
rekwier  spejhial  caer.  but  as  a jeneral 

rool,  aiill  tools  and  aull  ekwipment  jliood-  bee 
cleend  after  ee(li  ues,  and  poot  back  on  Jhe 
rack. 

aull  jhops  hav  tool  racks  and  tool  roans, 
tool  racks  3hat  or  nat  and  orderly  giv  ihe 
stasjhon  a gcad  appeerans.  customers  hoo. 
get  out  ov  Jhaer  cars  itel  rtie  servis  is 
beeig  given,  hav  mor  conf  idens  i n Jhe 
staejhon's  wurk,  if  Jha  see  an  orderly  tool 

room,  a neet  Jhop  is  very  good  for  bisness. 


t 


i 


a.s.a.-”e  and  d”  , pg.4  i/t/a 

houskeepiia  diors 

an  orderly  tool  ream  is  aulsoB  a grst 
help  too  itie  attendant.  if  teals  or  wter 
Jfiaa  jhood  bee,  ihen  ihe  attendant  dus  not  hav 
too  waest  tiem  huntig  around  for  rfie  teals 
lhat  hee  needs,  an  attendant  can  get  very 
hot  under  ifie  collar  if  hee  cannot  fiend 
ihe  teal  hee  needs , when  hee  needs  it.  i f yoo 
or  ihe  "slob"  hoa  never  poots  jhigs  back, 
wotcti  out  I yea  will  hav  too  look  for  tools 
viJien  yea  need  them,  and  yea  nr  not  geeig  too 
ba  very  popielar  wiJh  year  fellce  attend- 
ants, or  with  Jiie  boss,  scaner  or  later, 
■Jhis  sloppiness  will  leed  tco  trubl. 

neetness  is  espejhially  important 
inlhen  yea  or  wurkig  wiJh  smaull  parts  - liek 
lugs,  nuts  and  beslts,  or  wojhers,  or 
caps.  Aees  smaull  parts  get  lost  very 
eesily.  vften  yea  ar  wurkig  wirti  Jhees  smaull 
partSi,  remember  too  kap  itiem  tcogeiher  in 


^ • S » 3l  * 


”e  and  d" 


i/t/a 


pg.5 


wun  pises,  iter  yea  can  fiend  Jiiem  eesily.  yco 
will  need  Jhem  ten  yea  ar  reassemblig  3fte  job. 

never  post  lugs  or  nuts  and  bcelts  in 
3iie  pocket  ov.  year  ueniforni.  ihse  mas  bee  sasf 
ihaer,  but  if  Jtie  Job  is  not  finijht  bie  Jhe 
end  ov  ihe  ds,  yco  ms  forget  Jhat  Jhe  parts 
or  in  year  pocket . 

Jfie  nekst  ds,  ten  yea  gee  back  tea  3he 
Job,  yea  ms  bee  wsr  i g a frefh  ueniform.  ihe 
parts  for  Jhe  Job  on  yii(fi  yea  wer  wurkig 
ms  bee  on  ihsr  ws  too  Jtie  laundry  wish  yoor 
dirty  ueniform,  and  yea  ms  bee  out  ov  luck, 
if,  for  sum  reeson,  yea  cannot  get  tea 
wurk  3tie  ds  after  yea  hav  peat  Jhe  parts 
in  year  pocket,  Jhe  man  hoo  tsks  oever  y®r 
wurk  will  never  bee  sbl  tea  fiend  Jhe  parts 
tea  finijh  Jhe  Job. 


i/t/a 


a , s , a . - ”e  (~^d  d”  P9o 

houskeepia  rhors 
it  is  very  daenjerus  too  leev  tools 
lieig  around,  a scroodriever  or  rencfi,  an 
ekstenjhon  cord,  or  liet,  a dolly  or  a 
jack  left  out,  can  caus  a seer i us  faull. 
if  tools  and  ekwipment  or  pcot  back 
properly,  itiasr  will  bee  fueer  acsidents 
in  itie  jhop,  and  Jtie  wurk  will  goo  raor 
kwickly  and  raor  ef f ijhiently . 


i/t/a 


a.s.a.-”e  and  d"  (h.(hors) 

kwest i ons 

wiwwmiii  mmnMnii»nimr7>  j 

1)  spa/hial  men  or  cmploid  too  cXccn  up  in 
an  autoB  ssr v i s stffi|hon , troo  or  tsuls ? 

2)  sum  ov  Jhe  masntenans  (iiDrs  ov  ihe  ante 
servis  attendant  ar; 

1 ) . 

2). 

3)  a sloppy  attendant  will  get  on  Jhe 

boss’es  nervs  and  on  Jhe  nervs  ov 
Jhe  uJher  . , 

4)  never  pcot  smaull  parts  in  yoor 

iiften  yoo  ar  wurkig  on  a job. 

5)  tools  Jhat  or  left  lieig  around: 

a)  ar  eesy  tco  fiend  iiHien  yoo  need  ihem 

b)  seev  tiera  on  Jhe  Job 

c)  ar  a daenjer  tro  everybody  in  Ihe  Jhop. 


( ) 


manpcuer  developmen.t  trssnig  prcsgram 
brwklyn  adult  trasnig  senter 

a.s.a.-”e  and  d"  i/t/'a  (8) 

laggwssj  lesson  for  hcuskeepig  (tors 

1.  blackbord  fr«ses:  "cu"  forms 


hsus  keep  i g duet  i s 

¥ V 

waarhous 

supplies 

hcushcBld  supplies 

tool  storhous 

. heuswaers  deportment 

county  ( 

?orthqus 

housreckig  croo 

hothous 

f louers 

-housmieds  (jiors 

3 0 dais 

- (f 

i n Jhe  wurkhous 

hcsus  i g aiilhority 
meet  or  heusig 
out 


outgffii 9 orders 
outsifd  psnt 
cors  cutlfen 
outraejus  prieses 
wurk  cutf  i t 
aitbord  moetor 


dasly  wurkout 
wiitait  pae 
pouer  blackout 
|hop  Iffiout  ■ 
tier  sellout 
hie-  scoal  dropout 


-1- 


1 


a.s.a.-"e  and  d'V  i/t/a  (8) 

laggwsj  lesson  for  houskeepie  riiors 

(Tat- j5ref  i X-  tcc  doa  better  or  mor 

outsell  jtie  competitor 

outsmart  :^ie  teeciier 

outwork  ihe  boss 

outdco  Jiie  best  ov  item 

outlast  liie  ciT^per  brand 

cutwaer  aull  uJher  tiers 

blackbord  sentenses:- 

Jhe  mcBtor  housig  v/os  meod  ov  hevy  steel, 
A?iich  can  teek  a lot  ov  wasr  and  t®r. 
outsied  psnt  uususally  contsns  led  '4ii(|i 

and  strog. 


meeks  it  tuf 


customers  wi 


5.  3iie  ,^^op  Iggout 


Jhe  warhcus  wos  out  ov  supplies. 


11  not  cum  back  too  a 


stasjhon  3bat  {jiarjes  outrsejus  prfeses. 


is  desiend  tcc  meek  work 


easier  and  mor  conveenient. 


-2-  . 
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manpouer  development  trssnig  prcegram 
b'^coklyn  adult  trsnig  senter 


a.s.a.-''e  and  d" 


i/t/a  (8) 


hcemwurk  assignment  for  houskffpia  rhor<^ 

— class daet  tffrhp'r 

Jtie  compound  v/urd  Jhat  fits  Jhe 
sentens 


1. 


3. 


4. 


a coffee 
has  an 


Jtiat  sends  out  food  orders 

.department. 


jfie  dessen  ov  a shop  is  aulscE  caulld 
Jfie  jhop  

a brand  Jhat  lasts  logger  Jtian  uJhers 


is  sed  too 


Jhe  uJlier  brands. 


a person  hoo  dus  not  compleet  scool 
ms  bee  descriebd  as  a scool 


o.  a plffis  in  .Ai(ji  supplies  or  mercfiandfes 


or  stord  is  caulld  a 


or 


fflanpouer  development  trseni^  proegram 
brtoklyn  adult  tranig  senter 

a„s.a.“”e  and  d”  i/t/a 

t>lAckb or d f rases  tie  introdues  ite seleofhon 


jfae„  _qa  soleen  p ump  ^ 
ihe  sfes  ov  storaj  tagks 
tie  s'as  limit 
itie  lau  dus  not  permit 
in  good  wurkig  condijhon 
operat  tie  numbers 
automatic  addig  maj!^n 
keep  track  ov,  tie  gasoleen 
(tianj  tie  figiars 
neer  tie  hoes  connecjhon 
tie  pump  resess 
tie  harder  hee  skweezes 
automatic  nozzl 
result  in  an  ekspltsjon 
cum  in  contact 
check  tie  pump  figuers 


Q O 

a.s.a.-"e  and  d"  (b.fr«ses)  i/t/a 

tile  as  _Qlgg_  pump 
blackbord  sentenses: 

1)  Jhe  largest  gasoleen  storasj  tagk 
hCBlds  550  gallons, 

2)  Jhe  geers  insied  Jhe  pump  operat  Jiis 
numbers  on  Jhe  fas  ov  Jhe  pump. 

3)  Jhe  pump  cannot  wurk  unless  aull  Jhe 
fi  guars  or  set  at  zeera. 

4)  Jhe  pumps  ar  semented  and  baited 
doun  and  ^cannot  ba  blan  doun. 

5)  an  attendant  .must  keep  a record 
cv  his  sals  bie  (Jieckig  Jhe  pump 

f i giars. 


V 


D 


•w  m ^ 4 ^ 

inanpauer  developmen.t  tranin  proegrain 
brcoklyn  adult  tranig  senter 

a.s.a.“”e  and  d”  i/t/a 

rtie  gas ol^n,  pump 

ihe  man  bisness  at  eny  auta  servis 
stajhon  Is,  ov  cors,  Jhe  sal  ov  gasolan 
fuel,  jfte  pumps  on  Jtie  island  or  ifiarfor  Jhe 
man  attracjhon  ov  Jhe  stajhon. 

Jhe  storaj  ta^k  for  eedi  pump  is 
berld  about  ten  fat  underground.  o(h 
storaj  tagk  Jiffilds  550  gallons  ov  gaso- 
leen.  Jhar  is  n®  differens  In  Jhe  siez  ov 
storaj  ta^ks.  Jha  or  Jhe  sam  t^eJher*  Jha 
or  located  in  a smaull  gas  stajhon  or  a 
larj  wun.  a larj  stajhon  will  hav  mor 
tagks,  but  adi  tagk  balds  na  mor  Jhan 

550  gallons. 

ihe  sies  limit  on  Jhe  tagk  is  set  bie 
Jhe  fier  department.  Jhe  lau  dus  not  per- 
mit Igrjer  tagks. 


a.s.a.-”e  and  d"  (gas  pump)  -2-  i/t/a 
a gasdleeh  pump  i s sementetf  ^art 
beelted  doin  on  Jhe  pump  ieland.  it  cannot 
bee  pcojht  ctoun  or  bloen  dcun  bie  a stro|  wind. 

insied  ihe  gasol^n  pump,  liiser  ir  an 
electric  raffitor.  pouer  for  rfiis  mcetor  cums 
from  insied'  Jhe  staejhon  off  is.  ihe  mcetor 
opersts  ibe  pump,  forsig  ifte  gasoleen  from 
ihe  storcej  tagk  belce,  tco  cum  up.  wiihut 
the  mcetor  to  pouer  the  pump,  the  gas  will 
not  fl®.  the  motor  jhmd  bee  (fieckt  and 
kept  in  god  wurkii^  condijhons  at  aull  tiems. 

insied  liie  pump  ar  the  gars  that  operat 
the  numbers  on  the  fas  ov  the  pump, 
numbers  ar  liek  an  automatic  addii|  ma/han 
or  rejister,  lAicfi  b®lh  the  customer  and  the 
attendant  must  wot(ji.  the  pump  Jhod  rejis- 
ter  the  correct  amount  ov  gasolan  nfci(h  g®s 
in,  and  the  cost.. 


a;s.a.-*'e  and  d”  (gais  pump)  r3-  i/t/a 
}he  numbers;  aulsoe  act  as  a cajh  rejister 
and  help  Jhe  attendant  keep  track  ov  Jhe  . 
amount  ov  gasoleen  h£e  has  sceld  for  ihe  dae. 

an  attendant  must  keep  a record  ov 
Jhe  gas  hee  has  sceld  eetfi  dae.  hee  can  (ftsck 
his  saels  bie  rbtig  ihe  numbers  in  ihe  majheen 
at  !he  beg  inn!  13  and  end  ov  ee(}i  dae.  i f ihe 
pump  jtes  ifiat  Jhaer  or  4-50  gallons  ov  gas- 
oleeri  in  Jhe  raornig,  and  375  at  niet,  Jhen 
Jhe  differens.be tween  Jhees  numbers  is  Jhe 
amount  ov  gasol^n  t^ich  has  been  soeld.  in 

Jhis  caes  Jhe  amoant  soeld  weed  bee  75  gallons. 

* 

Just  as  Jhe  saalsman  (hecks  his  cajh 
rejister  in  Jhe  mornig  and  at  Jhe  end  ov 
Jhe  da,  soe  tco  must  an  attendant  dieck  Jhe 
pump  figuers. 

Jhe  kee  for  Jhe  pump  is  Jenerally  held 
bie  Jhe  emplcier  or  manajer.  anly  hee  can 
apen  Jhe  pump  tco  (JianJ  Jhe  figiers. 


and  d”  (gas  pump)  -4- 
wuns  ihe  Dries  is;  set.  }he  dumd  dus 


i/t/a 


to)  bee  (Spend. 

■w  V ..  w 

tco  bperst  a gas  pump,  yoo  must  first 
pcojh  a smaull  leever,  or  button  on  Jhe  sied 
ov  Ihe  pump,  neer  ihe  hoes  connecjhon.  wuns 
ihe  button  is  presst,  Ihe  attendant  must 

i>  m. 

(Jieck  ihefiguers  on  ihe  faes  ov  ihe  pump  toj 
bee  /huer  that  ihae  or  aull  set  at  zeeroe.  ihe 


pump  cannot  wurk  unless  aull  ihe  figuers 
ar  set  at  zeeree.  if  ihar  is  eny  kwestion 
about  Ihe  numbers,  caull  ihe  manajer  or  boss. 

wuns  Ihe  numbers  or  set,  ihe  pump  is 
redy  for  ac^on.  ihe  attendant  Jhcod  tak  ihe 
hoes  and  nozzle  out  ov  ihe  pump  resess. 
neer  ihe  hoes  resess,  ihar  is  a smaull  handl 
or  bar.  ihis  handl  must  bee  turnd  haf  wa 
too  pwt  Ihe  electrisity  on.  ihe n ihe  moetor 
starts  too  operaet  and  ihe  pumpig  ov  gasoleen 
can  beg  in. 


?■„'§. S.“‘*e  and  d**  (gas  pump)  -5-  l/t/a 
H\e  attendant  hcBlds  on  tco  Jhe  end  ov 
ihe  hoss  wiih  ]fie  nozzl  on  Jhe  end.  hee 
inserts  ihe  nozzl  into)  ihe  gas  oepenig  ov 
Jhe  car.  Jhe  attendant  must  skwees  Jhe 
nozzl  for  Jhe  gas  tco  begin  tco  floe.  Jhe 
border  hK  skw66zes,  Jhe  faster  ihe  gas 
will  floB.  an  attendant  must  get  Jhe  feel 
ov  Jhis,  and  wiJh  a littl  practis,  hee  can 
controel  Jhe  floe  very  eesily. 

if  Jhe  nozzl  is  automatic,  spejhial 
car  must  ba  taken  n4ien  it  is  inserted. 
wiJh  an  automatic  nozzl,  Jhe  gas  ma  spill. 
Jhis  is  a wast,  and  an  unnesessary  ekspens 
tco  Jhe  stajhon  and  Jhe  customer,  it  is  aulsa 
a fier  hazard. 

saftv  at  Jhe  pump 
Jhe  enjin  /hcod  ba  turnd  off  in  Jhe 
automob^l  befor  gas  is  dispenst. 


*•  ' # CL'’ 


. ..  \ 


&. “’'e  and  d’*  (gas  pump) 


fi 


<o-  i / x/£ 


Jhe  attendant  ihcsd  see  tea  it  Jhat  ter  is  noe 


smtBkiQ  or  lieted  flam  enyHjiasr  neer  ihe  pump. 
Jiiees  safty  ruols  or  Jhe  lau,  and  eny  person 
hco  dus  not  follcB  tes  Ians  can  bee  fiend 
|»500  and  get  6 mun{hs  in  jal  or  bos^. 

brakig  Jtees  safty  Ians  is  danjerus  and 
costly. 


bee  jfwer  tco  get  ihe  nozzl  gramded  in 
te  filler  neck  ov  she  cor.  ihis  will  pre- 
vent sporkig.^  an  automobeel  «!ii(}i  has  been 
driven  ihrco  she  streets  bilds  up  a sertan 
amount  ov  static  electrisity.  when  she 
gasoleen  nozzl  maks  contact  wish  she  cor, 

a spark  can  g®  off  iuftijh  ma  result  in  an 
ekspl®3on. 

doi)  not  spill  eny  gasoleen  on  she  cor 
or  on  she  ground,  gasoleen  will  harm  she 
cor  finijh  and  ma  catch  fier  if  |t  curas  in 


o 


f.s.a.-'*e  and  d”  (gas  pump)  -7-  i/t/a 

contact  wiih  a hot  surfss.  if  gasoleen 
leeks  on  Jhe  car,  get  a p®l  ov  wauter  tco 
por  oBver  it  sob  it  will  not  harm  itie  pant 
fini^.  wauter  pord  on  ihe  spilld  gasoleen 
aulsoB  helps  too  get  rid  ov  ihe  gas  ftiems. 

JoLe-S±.L,ao5 

1)  eech  gas  stajhon  gets  tagks  whi^  hoBld 
550  gallons  or  raor.  trco  or  fauls? 

2)  i f ihe  num^bers  on  ihe  fas  ov  Jhe  pump 
ar  not  aull  set  at  ZKrcB.: 

1)  Ihe  amount  ov  gas  pumpt  will  not 
bee  correct 

2)  Ihe  gas  will  floB  too  fast 

3)  Jhe  pump  will  not  begin  too  wurk. 


a-. and  d"  (gas.  pump) 


5) 


-8-  i/t/a 


3)  befor  Jhe  gas  can  floe,  ifte  smaull  handl 
must: 

1)  b£e  pu^t  Ml  tie  ws 

2)  bee  pujhd  Ml  Jfte  wae  up 

3)  btt  turnd  haf  w®,  too  start  itie 
electrisity, 

4)  ihe  floe  ov  gas  will  depend: 


1) 

2) 


on  hai  mudi  gas  is  in  tie  tagk 


3) 


on  iifcetser  te  numbers  ar  set 
correctly 

on  hou  hard  tie  attendant  skwtezes 
tie  nozzl. 


a person  can  bee  fiend 


get 


in  jffil  for  not 


follosig  tie  ssfty  rMs. 


> ‘)  ( > 

manpoier  development  trsniii  prmgram 

and  d”  1^ 

laaaw^j„iesson  4§-3asolgn^2um£ 

*•  jhort  forms  ov 


#9 


ME 


numbers  on  Jhe  rejfster 
(peck  Jhe  ^ump 
oil  cumpany 
bumper  jack 
minimum  wasj 


car  uphcelstery 

ruptiBrd  hcBs 
3ut(B  supplies 
supplementary  incum 
brass  cup  I i f^s 


us 

greet  Jhe  customer 
suspenjlfon  system 
Internal  combustion  enjin 
rust  and  s Iud3 
trust  Jhe  customer 


un  - not 

unlockt  rejister 
unpffid  bills 
unfilld  gas  laisk 
unuBsd  parts 
uni  imited  supplie 


un^er  - benafi  - be  I 

undern^tt^  h(«)d 

undersell  Jhe  competitors 
winter  underwasr 
underground  gas  taigks 
underpaid  workers 


a.s*a*“**’e  anci  c{” 


i/t/a  #9 

s 0 Jl  §n_p  u mg 


iafigraj^lesson 

1.  iie  attendant  must  aulwM  bee  caerfo)!  to)  protect 
iie  car  uphmlstery  from  grees  and  oil  steenx, 

2.  iie  minimum  waej  for  an  autce  servls  stajhon 

attendant  Is  $1.50  an  our,  or  $eo  for  a forty 
ojr  week . 

3.  iie  bumper  jack  ix  uesd  too  lift  iie  car  when 
a tier  (taenj  lx  mad. 

4*  an  attendant  rna  ern  supplementary  Incum  pm 
commljhon  on  ssls  and  tips. 

3.*  gasoleen  ix  considerd  a very  good  fuol  for  an 
Internal  combustion  enjin. 


o 


manpouer  development  tranlii  proggram 
a.s.a*-“e  and  d” 


n™ 


3. 


class. 

f I i I- I n 


dsst 


i66(jier 


Jhe  oil  must  bee  (fianjcf  regueiarly  s®  Jhat  harnifal 

ancf w!  i I not  get  to)  Jhe  enjin. 

vihiel  Jhe  car  is  stan(^ir3  at  Jie  pump,  Jhe  attendant 
jhad  Inspect  Jie  parts  Jhe 

o 

an  enjin  In  v^lil(ji  iie  fuel  Is  burnd  wijhin  Is  caul  Id 
an 

mm itmm m»im  00^  moi  ^ m>*i  mm tut*  ^ 

an  attendant's  Incum  oever  and  abuv  his  ourly  pae, 
Is  call  Id  * 

befor  gas  Is  pumpt  Into)  jhe  customer *s  car,  jhe 
attendant  must  rjieck  to)  see  Jhat  Jhe 

^ *NM  <aM  mMr  iWHtt  MW*  MMW  Mirit  «MMI  «4M 

* — ^1  j zeercs* 


JSi#--  ■■■ 

i|at. 

lERlC 


. ((  . 


Rianpauer  development  trienig  prcagram 
brwklyn  adult  traeni|  senter 

a.s.a,-"e  and  d**  teef^er^s  qied  i/t/a 

blackbord  introductory  f rases  for 

aa,g Qlff n - iifti  dcai  wee  get  it? 

:rhe  man  acjhon 

. raoBst  important  industry 
spejhial  propertis 
internal  combustion  enjin 
preemium  gasolan 
Jhe  en jin’s  sylinders 
hie  compre/hon  enjin 

block  Jhe  flee  ov  fuel 

/ 

vaporiezig  in  Jhe  gas  tagk 
1®  ar  prejhjer 
different  blends 
prevent  vapor  block 


■ IS 

^ . ,••  • ..  . w . - • . . • • . « • h.  . -r  ^ ... 

» 7)»  » 

a,s,a.-"e  and  d**  (teener’s  gied')  -2”  i/t/a 

bl a c kb  0 r d sen  te  n s e s £ 

1;  modern  industry  depends  on  transpor- 
t^jbon  and  m&avment. 

2)  gasoleen  is  very  well  sueted  tee  an 
internal  combustion  enjin. 

3)  spejhial  gasoleen  is  sumtiems  caulld 
praraium  gas,  and  costs  mor. 

4)  for  aulmoest  every  kiend  ov  drievig 
condijhon,  3ti»r  is  a spe/hlal  gasoleen 
desiend  tep  help  Jhe  enjin  wurk  best. 

5)  enjin  nas  is  tfie  result  ov  improper 
burnig  in  Jhe  enjin’s  sylinders. 


e an 


a.s.a 


aasoleen  - hou  doa  wee  get_.Ltl 
^ne  ssl  ov  gasolsn  is  ihe  maen  bisness 
OV  3he  servis  stasjhon.  ov  cors,  ihaer  or 
meny  uJher  servises  and  saels  nfci(}i  task  plaes 
at  a stae/hon,  but  rtie  raaen  acjhon  taeks  plaas 
at  ihe  pump. 

Jhe  gasoleen  bisness  is  wun  ov  Jhe 
larjest  and  mcest  important  industris  in 
ihe  wurld.  it  has  been  sed,  Jha:t  waurs  or 
wun  as  much  bie  gaspl^n  as  bie  gun;,  rtie 
reason  for  ihis  is  ihat  modern  waur,  liek  mod- 
ern industry,  depends  on  transportaajhon 
and  ffloavment.  ihe  muovment  ov  cars,  trucks, 
and  uJtier  veehicls  depends  on  fuel,  gaso- 
leen i s ihe  man  fuel . 

3har  or  several  sorses  ov  gasolan. 

Jhe  major  sors  is  petroeleum.  in  iggland, 
ihe  nam  uesd  for  gasoleen  is  petrcEl. 


a.s.a-'*e  ana' d"  (gasoleen)  -Q-  l/t/a 
gasoleen  has  spe/hial  propertis  whi^ 
maek  it  a very  gtud  fuel  for  an  autoniobeel 
enjin,  for  aerplan  enjins,  and  for  imstor 
boet  enjins.  becaus  it  burns  kwickly,  and 
burns  very  hot,  gasoleeeen  is  very  well 
sileted  -tco  aiT  \ nternal  combustion  enjin. 

Jhe  autoB,  Jhe  arp&n;,  and  Jbchmcstor  beet  aull 
hav  internal  combustion  enjins.  y 

sins  Jhaer  ar  different  kiends  ov  Inn 
ternal  combustion  enjins,  and  meny  dif- 
fer enses  in  3he  wa  a(})  enjin  is  Uesd,  ih®r 
or  aulsoe  meny  different  tfeps  ov  gasolan. 

r V 

gasoleens  or  mad  tea  fit  meny  different 
situeajhons  and  condijhons. 

^neffiial  or  reoialar? 
a driever  pcullig  up  to  a servis  stajhon 

pump  for  gasoleen  will  bee  askt  if  hee  wonts 
spejhial  or  reguelar  gas. 


I 


a.s.a.”"e  anJ  d'*  (gasoleen)  i/t/a 

spejhial  gasoleen  is  suintiems  caulld  preemium, 
and  costs  mor.  ihe  attendant  will  fill 
rtie  tai|k  wilt  ihe  tiep  ov  gas  vfci(ti  Jhe  cus- 
tomer wonts. 

Jhe  meen  differens  between  reguelar  and 
spejhial  gasoleen  is  i n itie  amount  ov  anti- 
nock  compcEind  vilhi(ti  ee(h  contans.  spejhial 
gasoleen  contans  mor  ant i -nock 'compound, 
ihe  mor  compound,  ihe  hieer  ihe  octan  number. 

Ihe  octan, number  i s a wa  ov  meguerig 
Ihe  amount  ov  nock  or  piiji  ov  ihe  enjin  as 
Ihe  fuel  burns,  enjin  nds  is  ihe  result 
ov  improper  burnig  in  ihe  en jin's  cyl- 
inders. uejiaally  a nock  or  a pi  13  meens 
ihat  Ihe  gasoleen  is  hot  egsactly  rat  for 
Ihe  enjin.  a hie  comprejhon  enjin  needs  hie 
octan  fuel  toi  operat  wilhoot  nocks  or 
pigs. 


/ 


a.s.a.-”e  and  d"  (gasoleen)  ^4-  i/t/a 

"maed  tco  order”  aasoleen 
gasoleens  or  maed  to)  order  for  aull, 
kiends  ov  enjins  and  for  aull  kiends  ov 
weiher  condijhons.  gasoleens  ar  spe/hially 
raaed  for  hot  and  coeld  climaets,  for  hie  and 
lc6  altitiffids,  and  for  aull  ov  ihe  seasons  0/ 
ihe  yeer.  for  aulmcest  every  kiend  ov  drieviig 
condijhon,  ih=er  is  a spejhial  gasoleen  desiend 
tcD  help  Jhe  enjin  wurk  best. 

for  very  hot  cliemaBts,  cemists  hav 
mikst  a gasoleen  ^i(|i  can  taek  a graet  deel 
ov  heet  faefor  it  begins  tea  steein.  vJhen  gas- 
oleen gets  hot  enuf  tea  turn  too  steem,  or 
vaapor,  it  blocks  Jhe  floe  ov  fuel  too  ihe  en- 
jin. Jhe  vaepor  will  caus  ihe  enjin  too 
staull.  gasoleen  Jhat  turns  too  steem  or 
vaepor  is  aulste  a waest  ov  fuel,  evaporaefhon. 
or  vaeporiez i q in  Jhe  gas  tagk,  causes  a 


l/t/a 


cl 


II  d 


(gasoleen)  (J  -5- 


loss  ov  gas,  just  as  evaporajhon  causes  a 

\ 

loss  ov  wauter  in  a wauter  ta^k. 

i n order  tco  sics  doun  Jhe  evaporae/hon  ov 
gasoleen  in  hot  weJher,  a spe/hial  oombi- 
naejhon  ov  gasolans  wos  maed.  gasolans  for 
winter  ues,  or  for  ues  in  cceld  cliemaats,  or 
desiend  tco  increes  Jhe  speed  ov  burnig.  fast 

burn i 9 masks  for  kwicker  enjin  starts  in 
f reez  i g weltie  r . 

spejhial  gasoleens  or  uesd  in  mauntaan 
reejons,  becaus  ov  itie  loe  aer  prejhier  in  hie 
plaases.  Jhis  gasoleen  is  desiend  tco  sIce 
Jhe  evaporaajhon  ov  she  gasoleen  and  prevent 
vaapor-block. 

sum  gasoleen  refieneris  prodiBs  as  itieny 
as  twenty  different  blends  ov  gasoleen  tco 

. , . ^ru 

meet  different  kiends  ov  condijhons. 


a.s.a.-"e  and  d”  (gasoline)  -6-  i/t/a 

kwest i ons 

1)  gasolan  is  gcod  for  internal  combus- 
tion enjins  becaus  it  is: 

a)  slcB  burnig 

b)  fast  burnig 

c)  very  (fieep 

2)  rile  mor  anti -nock  compound  in  a gasoieen 

rile  rile  octasn  number. 

3)  a nock  or  a pig  uejueally  meens  riiat  riie 
gas  tagk  js  loe.  troa  or  fauls? 

4)  anuriier  wurd  for  s teem  ist 

1)  evaporaejhon 

2)  hot  wauter 

3)  vapor 

5)  rile  plffis  iter  gasolan  is  blended  and 
prepard  for  iss  is  caulld: 

a)  an  oil  tagker 

b)  rile  man  sta/hon 

c)  a refienery 


' ) I > 

manpaier  development  trsnirg  prcegram 
a.s.a.  and  d"  i/t/a  #io 

iiQaw$j-.lessoni 


br^kiii  acjhon 
spejhlal  or  preemium  gas 
hie  comprejhon  enjin 
l(B  aer  prejhuer 
drlevir^  condijhons 
Jhock  absorbers 
majheen  Jhop 

bisness  partnerjhip 

i 

stajhon  cenerjhip 
gcod  salsmanjhip 


offijbial  inspecjhon 
dasnjerus  situBaejhons 
autm  servis  stasjhon 
enjin  luebr icasjhon 
m(fi)vtr3  vieolasjhon 
modern  transportaejhon 
waiter  evaporaejhcn 

neet  wurkmanjhip 
credit  club  memberjhip 
hardjhip  drlevlrg  condljhons 


lU  blackbord  sentensesi 

mm  mm  mm  sm*  mm*  mm  mm  «mk  mm  «**»  mm  mm  mm  mm*  mwm  mm  mm  mum 

I.  gcod  saelsmanjhlp  will  poot  estra  muny  In  an 
attendant’s  pa  (heck. 

2*  it  IS  Important  tco  (heck  iie  drlever’s  credit 
club  memberjhip  befor  fillip  out  iie  credit  slfp^ 

3«  winter  drlevlii  condljhons  ar  a hardjhip,  and 
cajs  war  and  tar  on  a car. 

4.  Jhe  radiator  and  battery  Jhwd  ba  (heckt  for 
waiter  evaporajhon. 

5.  worn  jhock  absorbers  ar  bajh  harmfo)!  and 
danjerus  to)  a car. 


^ • S • E • 


manpouer  cfevelopment 
“ "e  ancf  d*' 


trasniQ  prcegram 

i/t/a  # xo 


hpwurk^assienment 


nm 


c I ass — , — cfa&t — teeclier, 


I*  hfe  octaen  gas  Is  often  roferrcf  tco  as 
or  preemlum  gas. 

IV  In  ter  drfevlQ  condijhons  ar  a 

on  a car. 

3.  iie  wauter  level  In  Jhe  raedlstor  and  battery  m© 

fail  I due  to)  

4.  wlien  ter  Is  mor  Jhan  wun- oener  In  a bisness,  It 

Is  ue3ueal  ly  caul  Id  a 

“ — very  Important  In  Jhe 

proper  m$ntenans  ov  a car. 


5. 


^ t 

manpoyer  development  tranlrg^  proegram 
b r«k ! y n adu  i t t r asn  I q sen  t e r 


a*s,a*  and  d** 

! t a 


introductory  blackbord  fr?sie.i:  for 

f MM* 


iie  fceny  eksOTS^r// 

If  MW  4>«M»  ^MM’  nf,i*  *>mM  MW4a  ffMn*  »»»<«  f»M  ' 


out  ov  brefi 
mor  iian  an  our  iset 
terrlb!  stumac  cramps 
dub  Id  up  wii?  p^n 
Jhe  heem-^mad  remedls' 
h€6  pcojlit  hl^  luck 
understand!®’  and  symp.a^eilc 
Jie  bo^*s  condljlion 
rappt  In  a blaitkat 
hospital  emerjensy  r<m 
iie  boss  had  vvaurnd  him 
Ji(Bs  f(Bny  ekscusses 
noebody  wa>d  beli-ev  him 
w^ot  a rotten  brak 


pagj  to 


Jhe  feny  e fescues 


blackborcl  sen  tenses 

mmnmmu  )um  mmm  tmm  m*m  *«*««  vmvr  im»  imm  tmwVv 

l»  uten  hm  ran  intco  J]e  jhop,  hee  wos  compleetly  ait 
ov  bretju 

Zo  .te  (life  id  wos  dub  Id  up  vdts  pano 

3#  Ae  pisrents  trfed  i ov  .ter  hm---rmd  remedls 
on  Ae  sick  (fife id* 

Ae  boss  wGs  mad  at  him  Insted  ov  beefri  under— 
standlif?  and  sympa|hetrc^. 

WGS  sorry  nou  abait  ml  I ov  Aoes  f®ny  ekscueses* 


, o 

nfjanpouer  development  tnaen?!^  program 
b.rak  i yn  adu  1 1 tran  if'  sen  ter 


I • t « a 


a»s»aEtt  "e  ancj 


Vo!-,  hartnenberg 


iie  fesny  ek'Scais  ^ n 

ed  gibbs  ran  inta)  4he  alit®  servis  st®|ion.  h® 
wos  ait  ov  brej  becais  h®  had  run  aul  I Jhe  w$  f rom  Jhe 
subwse  stsjhon,  iie  subw®  wos  fr®  ioii  blocks  from  ±e 
essffi  stajhon  on  marsy  aven®  iter  ed  had  wurkt  for 
aulmrost  fr«  raunfis,  ed  wos  mor  iian  an  wr  i®t  for  wurk» 

It  had  ban  a terrtbl  njornlii  for  ed.  everythfii 
had  gon  ro^.  ha  had  ban  up  haf  Jie  nfet  wlJh  his:  sun, 
Jimmy.  In  Jhe  mlddl  ov  Jhe  nfet  jimmy  wmk  up  wlJh 
terribi  stumps  cramps,  ha  wos  dubid  up  will  pan.  ha 
wffik  Jhe  h®l  hois  up  wlJh  his  crfes, 

for  airs  ed  and  his  wtef  tried  ai!  I ov  iie  hmsi-mad 
reined! s Ira  n®.  but  nufi®  samd  ten  help,  iie  cramps 
continued  for  ajrs.  ffenal  ly,  ed  and  his  wfef  beesm 
frfetend  bfe  iie  bm*s  condition,  and  desfeded  iiat  ia  had 
t(o  hav  a doctor  iwfe  at  him. 

ed  and  his  wtef  rappt  Jimmy  In  a blanket  and  twk 
him  dt«n  tm:  Jie  car,  iiarwer  gmlij  ta  iie  hospital  t&> 
hav  Jie  doctor  Icok  at  Jimmy,  iie  brt  erfed  ail  I Jbe  w® 
ta  iie  hospital,  ha  cried  haf  out  ov  pan  and  haf  out 
ov  far  ov  gmlii  t®  iie  hospital,  after  w*tt®  for  an  our 


Jhe  fffiny  efesci«s 

^ If 

In  Ae  hospital  etnerjensy  Jie  doctor  ffenafly 
egsamind  Jimmy<»  hisc-  ccod  not  ffend  eny}hlrg  sE-rlusly 

ror^.wlii  Jhe  bol  and  gav  him  a pIlL  hee  sent  Jhem  hw 

»»  ' 

wIJi  instrucjhons^  t®  pcot  Jhe  bd  te  bed#  feed  him  ttet 
tedi,  and  ^ rli|  him  back,  for  as  s<m  as  wos 

better* 

•* 

blej  Jhe  tiem  ed  got  hcerni^  hs?  wo.Si  ded  tlerd«>  hee  had 
been  up  m©st  ov  Jhe  niet  and  wos.  rm  !«t  for  work.* 

beerri=  East  for  wurk  was  nu|hl(i  nm  for  ed.  h^  wos 
last  at  leest  wuns  a week.  Jhe  first  f«s  niBfeody  In  Jhe 
stasjhon  sed  enyfitf  t0  him.,  but  Jhe  last  tiem  he;  got  mor 
Jhan  just  a dirty  !cok  from  Ae  boss.  Jhe  last  item  he 
had  cum  last, Jhe  boss  had  warnd  him  Jhat  anuJher  lastness 
ml^t  htls  job. 

H' 

Jhe  last  fuB  ttos  h^  had  given  Jims:,  fosny  ekvSOBses,^ 

hee  ccod  see  Jhat  Jhe  boss  dIdnH  bel^v  him.  hee  nus  Jhar 

woss  sumthlrg  ro!|r  wIJi  his  ekscsBses  yAen  Jhe  men  smield  as. 

Jhffi  Jha  dldnH  bele;v  hlm,aJher.  It  was;  funny  hcii  hee  wos; 
ailwai^^  In  Jhe  posPjhon  ov  havlif  to  lie  about  his  latness. 

ed  had  Jhe  Jhat  had  p<»|jt  his:  !uck/to 

far  Ae  last  tfem.  nai,  #ien  hs  had  a r^al  g(*»d  reason 

for  his  latness,  hee  wo s afrad  nabody  wo&d  beleev  him. 


1)6  fsnv  eks Giles 


P^j  tnre6 

f'Mm  ••-‘m  »M»  »Qmu  Kimi 


ed  waukt  strast  Into  Ae  off  Is  to)  tek  tco  .tie  boss 
when  got  tw  wurko  hcf:  ha4  t®  teli  hi'm  about  his 
trublso  but  lasted  ov  ba-fr^  uncferstancflrti  and 
sympathetic  abcsji  Jlmmy^s- 1 ! Iness jh.e  boss  just  |}®k 
his  hedo  ha;  t(sid  him  Jiat  ha-  wos  fftrcf  befor  ecf  co)d' 
€6ven  tei  i Jhe  hos!  story  aboit  hfs;  mfserabl 

ecf  left  jie  jbop  wlii  a sick  fefllri  in  his:  stamac«. 
«Bot  a rotten 'braek,!  Ae  first  g®cf  ntsori  for  beglrg 
and  never  arven  got  a (jmns  t®  te!l 


Jie  end 


V 

/ 


manpaier  development  traenira  proegram 
a.s.a.»e  and  i/t/^  jii 

Iaj3,aw$j_lessgn_fgr iie_.£cen^_e)<cyes_ 


repl^s  Jhe  fues 
puerifled  wauter 
Job  wiJh  a fuetuer 
(tiassl  luebric^jhon 
bevy  duety  oil 

soejhlal  secuerlty  benefits 
servis  manueal 
reguelar  gas 


JoQ ue_ 

enjin  tian  up 
bueick  hardtop 
puerolaetor  oil  f 1 1 ter 
lien  ion  dues 
mcetor  veehicl  buercB 
duerabl  parts 

manuef actuerer » s I nstrucjhons 
adjust  iie  carbueraetor 


hueman  naetuer 
matuer  p^pl 
secuer  Job 


uer endjgs 


Job  tenuer 
go)d  postuer 
gas  mIXtuer 


^ ^ * ^l§Sl$^2£^_sen tenses2_ 

L jhe  manuefactuerers  Instrucjhon  manueal  recommended 
a hevy  duety  oil  for  winter  ues. 

2.  sum  uenions  hav  a (fieck-off  system  for  uenlon 
dues. 

3.  iie  car  -seemd  tco  rfed  smoj)jher  and  better  after 
Jhe  (tiassi  luebrlcaejlion. 


manpouer  development  traenjrg  prcegram 
a.s.a.”e  and  d”  ll}i_£ffiny_ e Xciks  i/t/a  mi 

J ^ • M§ckbgr^_sen tenses^ 

• 4*  an  app 1 1 cajjhon  for  a lerner^s  permit  must  bee 
masd  at  iie  off  is  ov  Jhe  mcetor  veehicl  bueros. 

?•  Jhe  wauter  for  Jhe  raedlaetor  must  bee  disti  l Id  or 
puer  Ified. 

6.  It  Is  often  better  In  Jhe  I019  run  too  tak  a 
job  iMiIrh  offers  secuerlty  or  tenuer,  raJhier  Jhan 
a hieer  pseiQ  job  wlJh  nee  tenuer. 


' ■'  ■ o 

manpoier  development  traenlr?  prcegram 


a.s*a.”e  and  d” 
hcemwurk  assienment  - 
nagm class 


i/t/a  #11 


l!§-.£®M«6Xcijes 


dat 


tee(ter 


fill*-in 


1.  parts  ov  an  automobeel  ar  mad  tco  last  a 
lori  item  ma  bee  descriebd  as 


2.  gasoleen  cumpanis  blend  ingredients  to)  mak  a 


weJher  condijhons. 


Jhat  IS  spejhiaily  sueted  tea 


% a lerner’s  permit  must  be  obtand  from  iie 
•Iffical 

4*  lor^ger  war  and  better  performans  can  be 
expected  wfien  iie  car  Is  given  a 

— reguelarly. 

5.  sum  pep!  ar  mor  Interested  In 


iian  In  hieer  pa.. 


manpoier  df  /elopment  tr»n  i a-p rcBgram 

tinjoklyn  adult  tresnig  sas/ter 

a.s.a.-'*8  and  d”  tes(tiers  gied  i/t/a 
blackbord  frames  toa  introdues  selecjhon 


I_Lttia Jtie  car  -#/i_ 
a conveenfent  posijhon 
inspect  ihe  braekig  system 
hevier  v^hicls 
piss  Jtie  horses  correctly 
wurk  on  Jhe  egsaust  system 
tracks  runnig  alogsfe-d  ee(h  uifier 
a loc-kig  mecanism 
compresst  asr  paier 
boBih  ends  or  collapsibl 
remciov  a muffler 

Jhe  responsibility  ov  Jhe  attendant 
servisig  and  mantanig 


blackbord  sentensez:  (liftig  Jhe  car) 

1)  horses  ar  adjustafal  and  a |firee  tun 
hors  can  lift  a car  up  tcc  18  in(jies 
off  ]Jie  ground. 

2)  Jfte  Sffifty  ov  riie  man  wurkig  on  ihe  car 
depends  upon  Jfiees  horses. 

n-w  i 

3)  ihasr  is  aulwoes  Jhe  dasnjer  ov  tekig  gas 
or  ®1  and  ov  faull  i i§  dirt. 

4)  Jtijer  ar  ifiree  standard  lifts  found  in 
mcBst  steifjons. 

5)  ihe  lift  is  aulw®s  uesd  for  wurk  on  ihe 
egsaust  system,  and  for  Itsbr  i c®|hons 
and  grees  jobs. 

t ^ 

6)  boe^  ends  ov  Jhe  adjustabl  lift  ar 
collaps i bl . 


tUwi  i-„  , w-.s,wUent  tTisniiai  torcearam 

rcoklyn  adult  tranig  senfer 


a.s.a.-"e  and  d” 


i/t/a 


Jfiar  or  many  peeses  ov  ekwipment  in 


Jhe  aitcB  jhop  \Ai(ti  or  dasiend  too  hoeld  the  car 
in  a conveenient  posijhon  for  ihe  job  ihat 
has  tci3  bee  dun.  Jtes  peeses  ov  ekwipment 
or  bcBjh  lar J and  smaull.  ' rsnj  from 
smaull  Jacks  too  lar  j lifts.  #ie  Jacks 
and  ihe  lifts  or  intended  tco^rees  a part 
ov  3tie  automobeel  off  ihe  ground  see  Jhat  wurk 
can  bee  dun  on  a port  ov  a car. 

a iUJJiaiJl-jAfil  is  attacht  too  Jbe  frunt 
or  reer  bumper  ov  Jhe  car  too  ras  Jhe  cor 
for  a tier  tea  bK  {iianjd.  if  a itel  has  tco 
bee  remoovd  jfcea  inspect  Jhe  brskig  system, 
Jhe  car  is  rasd  and  horses  must  bee  plsst 
in  posijhon  under  Jhe  **A“  fram. 


• 3.  , 


carO-2-i/t/a 


ihe  horses  provied  gcod  support  and  hoeld  ihe 

W W'  • . w >r 

car  in  a stedy  posijhon.  ifie  hors  uesd  mosst 
often  can  hceld  up  tco  tfiree  tuns,  horses 
ar  adjustabl  and  3iie  three  tun  hors  can 

...  V 1 

lift  a car  up  tco  18  indies  off  ihe  ground, 
for  hevier  vffihicls,  a 5 tun  adjustabl 
hors  can  bee  uesd. 

Jhe  proper  plassment  ov  Jhe  horses  is 
very  important.  Jhe  safty  oy  Jhe  man 
wurkig  on  Jhe  .cor  depends  upon  Jhees  horses, 
hee  must  pirns  Jhe  horses  correctly,  under 
Jhe  ”A**  fraem,  and  bee  jhuer  Jhat  Jhe  car  sits 
stedy  and  dus  not  rock,  wuns  ihe  atten- 
dant is  jhier  Jhat  Jhe  horses  ar  in  plaes,  hee 
can  moov  under  Jhe  car  on  a creeper  wiJh 
safty,  and  can  consentrat  on  Jhe  wurk 


Jhat  has  tco  bee  dun. 


‘a  car]|'-)--3-  i/t/a 

» H"  .if  ' W«W'« 

WHel  hee  is  under  ihe  car,  Jhaer  is 
aulwaes  3he  danjer  ov  leekig  gas  or  ail,  and 
ov  faullig  dirt,  goggls  Whi(jif  will  protect 
3tie  ies  from  faullig  dirt.jhcod  bee  worn  kiiel 

Jtie  attendant  is  in  tiis  posijhon. 

; 

VU 

if  ihe  fuel  pump  has  too  bee  remoavd, 
ter  is  sertanly  gceig  tco  bee  leekiig,  and 
Jhe  ies  must  bee  protected  bie  goggls. 

ter  or  {firee  standard  lifts  found  in 
mcest  st©]hons.  the  lift  is  aulwses  i»sd  for 
wurk  on  Jtie  egsaust  system,  and  for  luebri- 
casjhons  and  grees  jobs,  cars  ar  bilt  soe 
los  tcodas,  Jhat  raeny  jobs  rekwfer  itie  t®s  ov 
a lift. 

&B.  driev" on  lift  - Jtie  driev-on  lift 
has  too  tracks  runnig  alogsied  ov  eedi  uJtier. 
te  itels  ar  driven  ontco  Jhe  tracks  and  rtie 
lift  operffijhon  is  redy  to  begin. 


a • s « a . 


~''e  asiil  d"  (liftig  car/*  -4-  i/t/a 

rtie  senter  poest  on  Jhe  driev-on  lift  is 
ekwippt  wiJh  a locki^  raecanism.  Jhe  liftiii 
is  dun  bis  corapresst  ar.  it  taks  a fue 
mi  nits  ov  operajhon  befor  Jhe  lock  is  set. 
^ven  if  Jhe,  corapresst  ar  pouer  jkod  fsl, 
after  Jhe  lock  is  set,  Jhe  lift  cannot 
faull. 

Hie..ad  lustafal  lift  has  grips  vAicfi  can  bee 
adjusted  toj  Jhe  le§1h  and  wid^  ov  eny  car. 
Jhe  lift  has  Jhe  ^p  ov  a dubl  wiA 

a senter  posst.  bce|h  ends  ar  collapsi.bl, 
see  ihat  Jhe  frunt  end  or  ihe  reer  end  can 
bee  wurkt  on . frunt  end  jobs  and  reer 
end  jobs  ar  uegt^ally  dun  on  Jhe  ad justabl 
lift. 

ihe  dubl_.._IJ ft  is  uesd  islien  eeJher  Jije  frunt 
end  or  Jhe  reer  end  need  tcobee  wurkt  on 
separastly. 


^■.s.a.-”e  an(  )d”  (liftig  car)ff5“  \/t/&. 

bosti  ends  can  bee  elevated  (rasd)  tcogeitier. 
ihe  dubl  lift  aulsce  has  na  senter  past  and 
is  Jharfor  very  convenient  for  wurk  on  tie 
egsaiist  system,  wiih  tie  senter  free,  it  is 

i 

ees  i er  tea  instaull  or  retwav  a muffler  and 
tal  piep  assembly. 

M-Jj-iisp-aster lJ.it  is  found  anly  in 

sum  stajhons . as  its  nam  tells  yoa,  it  has 
for  pasts  ta  support  tie  rasd  car . trans- 

. .r  K. 

mijhon  wurk  is  mad  ees  i er  witi  tits  1 i ft 
becaus  it  leevs  free  wurkig  spas  under  tie 

V 

entier  car . 

tie  lifts  in  a servis  stajhon  ar  a very 
important  part  ov  tie  auta  servis  ekwi  pment. 
tie  lifts  or  tie  mast  ekspensiv  pases  ov 
ekwi  pment  found  i n tie  jhop.  proper  raante- 
nans  ov  tie  lifts  is  part  ov  liie  responsi-- 


^ 

• V.  ' f.  ■. 


-"e  ^ H r!”  car,'  -S-  i/t/a 

lifts  need  tw  bee  kept  cleen  and  properly 
luebriceeted  i f jhas  or  tea  wurk  ef  f ijhi  ently. 


in  raeny  jhops^  maentenans  ov  lifts  is 
dun  on  a roetetig  basis,  just  Ifek  Jhe 
uJher  hous keep  i g cfiors.  ee(}i  attendant  has 


a turn  at  servisig  and  rasntanig  ifie 
lifts. 


3tie  area  around  jhe  lifts  has  a ten- 
densy  tea  get  very  dirty,  grees  and  aland 
fuel  ittks  or  often  found  vter  ter  is  wur-k 
on  3tie  cor . if  jhe  asrea  gets  oily  or 
greesy , a compound  jhcod  bee  spred  arrarnd  too 
absorb  Jhe  grees.  in  a well-run  autcE  /hop, 
Jhe  corapKind  wwd  bK  spred  armind  at  Ae  end 
ov  Jhe  wurk  ds,  and  swept  up  i n Ae 
morn i g . 


wmm 


a..s.a.“”e  ar  d”  car(’‘(“7-  i/t/a 

Masllaas. 

1)  a bumper  jack  is  aesd  too  lift  3he 

car  for: 

a)  a lasbricffijhon 

b)  a reer  end  Job 

m ^ ' 

c)  tier  (jisn jes 

2)  ihe  horses  can  hceld  a car , noe  matter 
hcfu  ihs  ar  plast.  troo  or  fauls? 


3 )  aulmcBst  aull  Jobs  need  a lift 


a)  msBst  cars  ar  b'lt  very  Ice  tcod® 

b ) it  is  saef er 

c)  :fhe  attendant  cannot  doa  eny  job 
wiJhdut  it. 

4)  Jhe  dubl  lift  is  conveen  i ent  for  wurk 
on  :itie  egsaust  system  becaiis  it  has 

n® 

5)  Ihe  moBst  ekspens  i y peeses  ov  ekwip- 
ment  i n ihe  jhop  or ; 

a)  Ihe  pcuer  t calls 

b ) Ihe  lifts 

c)  Ihe  test  i g majheens 


manpouer  developmen.t  tPcenig  proagram 
brcoklyn  adult  trsnig  senter 

a.s.a,-"e  and  d"  i/t/a  (12) 

laaawai  lesson  for  1 i f t i g ^ha  car 

blaokbord  f rases:  "au"  forms 


faull  i 9 peeses 

egsaust  system 

smaull  jacks 

hiedraulic  braaks 

aulwses  a danjer 

automobeel  mecanic 

s taul Id  car 

aiitfioriezd  deeler 

aulternstig  current  automatic  transmijhon 

aukward  posijhon 
hand  sau 
clau  hammer 


i/t/a  (12) 


a.s.a.-"e  and  d” 

laraqwai  lesson  for  liftiia  ifte  oar 

11.  blackbord  sentenses; 

1,  Jtie  attendant  Jlxod  aulwjes  protect 
himself  agasnst  faullig  peeses, 
espejbially  when  hee  is  under  rtie  car. 

2,  Jhe  lift  is  aulwass  uesd  for  wurk  on 
Ae  egsaust  system  and  for  luebri- 
cffijhon  jobs. 

3,  mcest  ante  /hops  hav  a laundry  servis 
for  touels  and  attendants’ uen  i forms . 

• » ^ <r. 

4,  automatic  transmijhon  sasvs  Jhe  driever 
Jhe  job  ov  jhiftig  geers  manueally  in 
forward  speeds. 

5,  sraaull  jacks  or  uesd  for  tier  ch®njes. 


manpcjuer  development  traenig  proegram 
i/t/a  a.s.a.  v.l.  hannenberg 

hffimv/urk  assfenment  "liftig  Jhe  car"  (12) 
fill  in  3tie  correct  anser:- 

1.  traffic  wos  backt  up  on  Jtie  biew®  for 

cBver  a miel  becaus  ov  a 

in  ’Jlie  riet  Issn, 

2.  an  attendant  hca  is  very  gwd  at  his 

job,  mffi  sumds  becum  an  

if  bee  take  spejhial  trsnig. 

3.  wurk  on  Jhe  muffler,  tsl  piep,  or  eny 

uiher  part  ov  Jhe ____ 

must  bee  dun  wiJh  Jhe  help  ov  a lift. 

4.  mcBst  electrical  applieanses  in  Jhe 

usnteted  stats  operst  on  

, raJher  Jhan  on  direct 

current . 

5.  cannot  operast 

wiJhout  flcaid  in  Jlie  master  sylinder. 


( 


{- 


( i 


manpoiier  development  trseniiji 

brceklyn  adult  trssniii  sinter 


a.s.a,-"e  and  d”  tee{tie r * s gied  i/t/a 
introductory  blackbord  frsses  for: 

Jhe  dsnjer  ov  f aulli  13  peeses 
on  a craper 
Ae  compresst  aer  hCEses 
saefty  devteses 
a 'seer  i us  j n jury 
/harp  edges 
invitae/hons  to  d'senjer 


Ae  proper  lieti|  devies 
dirt  and  arees 
prevent  festrssn 
tier  ext i ggwi/hers 
yoo  risk  year  lief 


3,  * S * 3.  • 


" e and  d ” 


-I 


tEccher’s  gied 


I / • 


(daenjer  spots  litsp) 


1)  eeven  iks  Jhe  lifts  hav  s«fty  devieses 

grat  car  must  bee  taken  ^en  Ae 

2)  protect  year  ies  from  dirt  and  grees 
■lAen  yea  or  wurki!§. 

3)  s f yea  smeek  on  ihe.  job,  yea  risk  not 
oenly  year  Job,  but  year  lief. 

4)  Jhe  proper  Ifet  i i§  devfes  wi  11  prevent 
festraen . 


tier 


i s ailw*s  a 


gasoleen , dl  or 


ter  ! s 


m 


manpcuer  developmeni 
brooklyn  adult 


a.s.a.-”e  and  d” 


I n 


s« 


i / t/a 


vien  yea  ar  wurki!§  wiJh  hevy  majtenery 
and  hevy  parts,  Jh$r  is 


ov 


peese 


hou  it  wcad  feel  tco  hav  a car  slip 

yo)  wer  on  a creeper 


if  yeo  fael  tco  ^eck  Jtiat  i 
on  Jhe  horses  properly, 
on  top  Dv  yoo. 


c ■f 


' IS  SI 


3fie 


r e n(jie s , hacksaus , hammers , the  jacks 


compresst  ar  hceses 
cssrf  ully . 
devieses  bilt 


Q 


ir$t  casr  must 


larj  rencfi  fai 


feel  tco  hav  a 


# 


o 

me 


’,V 


part  ov  Jhe  car 


gasoleen, 
bee  e kw  i p 


>» 


Itiem  handy  vlien 


an  eeven 


» c.  . 


0 


1 1 


8* 


tusb  tier  caulld  a tusbless  tier.  it  not 
cenly  givs  Jhe  servis  ov  a reguelar  outer 
tier  and  inner  tueb,  but  it  is  puigcter- 

.r  , 

seelili  and  hoelds  ssr  better  3tian  3he  oeld 
stiel  tier  and  tueb. 


3«  # 


( h i story 


an  eeven 


ov 


tier)  "4 


i s a 


tusb  tier  caulld  a tusbless  tier.  it  not 
cenly  givs  Jhe  servis  ov  a reguelar  outer 
tier  and  inner  tueb,  but  it  is  puigcter- 
seeliia  and  hcelds  ar  better  Jfian  3he  teld 
stiel  tier  and  tueb. 


j^jss-Si-Lsiis. 

1)  3iie  first  tiers  wer  msd  ov: 

1)  elastic 

2)  solid  rubber 

3)  nielon 

2)  be'fcter  tiers  wer  needed  5^en  oars  bega.n 

tcc  get  mor  pouerful  and  travel  at  hieer 
speeds.  trm  or  fauls? 

3)  anuiher  naera  for  ar  tier  i s tier. 

4)  ihe  best  ccojhon  for  bumps  is  still 

a)  an  inner  tueb 

b)  compresst  ®r 

c)  a biesvcl  tier 

5)  s^en  cars  travel  at  hie  speeds,  tiers 
get: 

a)  very  hot  from  Jhe  fricjhon 

b)  worn  out 

c)  better  treds 


e % 


3.  • S « 


1)  Jfie 


first 


wer 


0 


1)  elastic  ■ 

2)  solid  rubber 

3)  nielon 

2)  better  tiers  wer  needed  v4en  cars  beg 

too  get  raor  pouerful  and  travel  at 
speeds.  troo  or  faols? 

3)  anuitier  naem  for  sr  tier  is 

4)  Jhe  best  coo|hon  for  bumps  is  still: 

a)  an  inner  tueb 

- ^ ' -■  *»*■  * 

b ) compresst  aer 

c)  a biesvcl  tier 

5)  When  cars  travel  at  hie  speeds,  tiers 
get: 

a)  very  hot  from  ihe  fricjhon 

b)  worn  out 

c)  better  treds 


laaawas  i lesson  for  ihe  history  ov  Ae  tia 

11 . blackbord  sentenses: 

1.  nee  car  is  s$f  unless  Jfie  brssk 
system  is  wurkig  properly. 

2'.  a siks  sylinder  car  is  iffisieally  mor 
economical  too  run  3iian  an  sst 
sylinder  car. 

3.  a windjheeld  /hcod  bee  wiept  until  it 
is  crystal  deer  tco  g i v Jiie  driever 
a deer  vu3  ov  Jhe  reed. 

4.  syn|iietic  mateerials  ar  man-msd 
mateerials. 

5.  an  attendant  iheod  ask  Jhe  driever 
about  trubl  symptoms  in  ihe  car 
duerig  servis  at  Jhe  pump. 


a.s.a.-*'e  and  d"  i/t/a  (14) 

laaaws  i lesson  for  rtie  history  ov  Ae  tig,.. 

11 . blackbord  sentenses: 

1.  noe  car  is  s$f  unless  Jfie  brsk 
system  is  wurkig  properly. 

2-.  a siks  sylinder  car  is  iffisieally  mor 
economical  too  run  3iian  an  sst 
sylinder  car. 

3.  a windjheeld  /hcod  bee  wiept  until  it 
is  crystal  deer  tco  g i v Jiie  driever 
a deer  vu3  ov  Jhe  reed. 

4.  syn|iietic  mateerials  ar  man-msd 
mateerials. 

5.  an  attendant  iheod  ask  Jhe  driever 
about  trubl  symptoms  in  itte  car 
duerig  servis  at  Jhe  pump. 
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8,  # S 


n 


0 a.nd 


i/t/a 


% m jm 

1 ) j f ycs3 

fcolly 


faul  1 i i| 


edses 

fi??sr 


, no  an  pane  r development  trcenli^  program 


a„s*a*“‘”e  a,nic(  cl“ 


i/t/ii  m 


larjgwsj  lesson  fors  dsn.jer  spots j.r!„iig._|iog 

. bilackborcf  fr«s6S£  -ur™ 


iiB  wurh:f  ov  vi/urk 


burst  ffipen 
surprfes  encIFrg 
burn  Ini  ^ill 
ktfp  y®r  wuird 
burnijhliig  hi) Is 
spurt!  ti  gas 


turniri  ,fte  corner 
urban  development 
urjent  bisness 
sturdy  wurkhors 
f urn  I fit  r«i 
turbfen  emjln 
common  curtesy 


too  attend  t©  sum 


2 


befor  turniri 


II.  b II  a c k b 0 r d s e r H:  e n s e ;s: : 

I..  lie  boss  left  lie  Jiioip 
urjeiit  bl  sness* 

H l;s:  ail  was  wies  to  sloe 
Jhe  corner. 

1 

common  curtesy  and  a plezant  manner  will  help 
iie  a;tt6!ndanlt  In  gettiri  aloii  wUh  iie  cusiomers. 
a tuirbldin  enjin  Is  a rcetary  enJI'n  Jhat  converts 
a mwi|i  gas  or  llkwid  fntcjo  enerjy. 
ifia  ir  'Cl  r m e n y rj ! f f e rent  b urn!  fi  I q too  I s ua  s d to 
giv  a hie  polijh  tco  metals. 
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5 « 


I 
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manpouer  development  tranirg  proegram 
a ..  3 . a , - e an  d d ” i/t A #13 

hosniwurk  asskinments 

i4ll«  mm*  «Mt«  mum  mM^i  mmimiim  tmm  uum  mti  nmmU'mmkm  mu  mmut  tnu*  utm 

denier  spots  In  lie  Ihop 


mm 

mmmmmrn  mm  mum  >(MMf  Mnu 


class 


•MW*  -jmiti  tmmm  i 


te€(tier 


UfNU  MW  M«  •**««  *!«£«» 


I If-  y&>  f3fjl  to  > 

ir  dMtm  MuliUim  mrnmuiUi  wMcidmu  mum  ttAuti  mmitt-  tumf  mmu  mmm  uw*  M**  **»  «mki  *mmi  «m«ww  mum  wm 

peep!  will  not  trust 

.2,*  ar  uesd  to  finijlii  and  polljh 

muk  mtm  mmm  mmm^  «u4l  •*<««  mum  Mti^  miw«  »Mi***Mt*  mu  wmm*<wmti  wiiWuMM  * 

metals. 


?.  a is  a rcetary  enjin. 

4ium  tmin  mumuin  ititm  mum  .mm*  m**  ««>)«  wM  ymu  *m«i  Mttw  * v 

4*  a phijisant  manner  and  will 

I-  mmtt  ffw*  tmp  *4i«  *u*f  tmm  wmu  wiu*  *mmm  mi*,  mm  mmm 

' help  a man  get  a lorn  on  lie  Job. 


5. 


he  dii fferenjh I al  gs~rs  stedy  le  car  vlien 


fiiaiipouer  development  trffinig  prcegram 
brwklyn  adult  trasnig  senter 
a.s.a.-”e  and  d”  teecber’s  gied  i/t/a 
introductory  blackbord  fpeeses  tco'^ 

?|ie  history  ny  jfte  tier 
itiffik  3tie  d i f f erens 


a smcaab  and  cumfortabl  ried 

aull  jhaken  up 

loakt  liek  danuts 

solid  rubber 

nusmatic  tier  of-  ar  tier 

ccojhon  Jhe  bumps 

dig  tee  Jhe  rim 

grips  Jhe  rad 

strog  and  rugged 

syndetic  mateer ials 

tred  desiens 

espejhially  deep  treds 

better  tracjhon 


liliiiiillM 


a.s.a.-"e  and  d"  te&C/ier*s  gfed  i/t/a 
(blackbord  frsses  " history  ov  tier) 
p u g c tuer - p rcsof  tiers 
pug  c ter™  seel  i g 
help  prevent  acsidents 


reed  grippig  ac|hon 

blackbord  sentenses: 

1)  meny  substitets  hav  been  tried,  but 
compresst  ®r  is  still  the  best  ccojhon. 

2)  Jtie  inner  teb  hcelds  Jiie  cosnpresst  csr, 
and  Ihe  outer  tier  protects  ihe  inner 
tueb . 

3)  Jhe  alter  part  must  bee  strog  and  rugged 
enuf  tco  taek  ihe  constant  fricjhon. 

4)  synthetic  mateerials  wer  added  too  ihe 
rubber  tco  msk  a stronger  tier. 

5)  sncB  tiers  provied  better  tracjhon,  or 
risd  grippig  acjfion,  in  sncey  or 

. si  i ppery  weiher . 


3. « S • ^ • 


*e  and  d 


automobeel.  not  oenly  dux  Ae  car  nicov  alog 
on  Item,  but  te  can  mak  jfie  differens 
between  a smash,  cumfortabl  rfed  and  a ried 
Jhat  ix  bumpy  and  leevx  yaj  aull  jhsken  up, 
automobeel  tierx  did  not  aulwasx  Icok  3he 
Wffi  Jhffi  doo  tcodee.  3lie  first  tiers  Icokt  sum- 
thig  liek  dcenuts,  lhat  is,  Jhas  wer  m$d  ov 
solid  rubber,  fuse  held  too  the  rcBd  and 


lasted  a log  tiem,  but  Jhse  gssv  a nies, 
smossh  ried. 

3.S  cars  beo^ni  mor  psuerfcpl  and  began 
tco  gcE  at  hieer  speeds,  Jtiasr  wos  a grat  need 
for  a better  kfend  ov  tier,  jfie  ”ar  tfer^\  . 
or  nuemat  i c tier,  ¥/os  developto  Jiigs  wos 
find  wiJii  compresst  ar  tco  ccojlion  bumps 


i. 


a.s.a.-*'e  and  d*’  (history  ov 


O 

imr 


/ 


sins  Jhen,  meny  substitets  hav  been  tried', 
but  compresst  ®r  is  st i 11  Jfie  best  coojhon. 

Jhe  first  eer  tier  wos  a singl  tueb  uesd 
on  biesycls.  rtiis  wun  tueb  had  tw  hoeld  Jhe 

^ r - 'V' 

asr , dig  tea  3tie  rim  ov  ifie  wheel,  and  aulsoB 
grip  ihe  rsd.  it  wos  later  tried  on  asito- 
mobeels,  but  it  wos  not  sucsessfail. 

ihen  tier  manuef actuerers  had  Jhe  iedeea  ov 
makig  itie  tier  in  too  parts,  wun  part  hoelds 
jine  compresst  ar.  it  is  caulld  jtie  inner 
tueb.  Jhe  uJher  part  fits  outsfed.  it 
atta(hes  too  Jhe  rim  ov  Ihe  fel,  grips  Jhe 
rcEd,  and  protects  ihe  inner  irueb. 

Jhis  ajter  part,  or  casig,  is  considerd 
tea  bee  Jhe  actueal  tier.  it  must  bee  strog 
and  rugged  enuf  tco  bee  abl  too  tak  Jhe 
constant  fricjhon  ov  ihe  reed. 


iii 


n 


( t 


a.s.a,-"e  and  d”  (history  ov  tier)-3-  i/t/a 


it  has  a desien  in  3t?s  rubber  viicfi  helps 
tier  grip  Jhe  roed  better.  Ais  desien  is 


caulld  she  tred 


as  aiitotnobeels  wer  driven  faster  and 


faster,  ihe  tiers  wer  heeted  mor  in  drieviig 
and  wor  out  faster,  syn^ietic  mateerials 


wer  added  tco  Jhe  rubber  too  mask  a stronger 


tier,  tred  desiens  wer  (haenjd  soa  Jhat  less 
Qv  Jhe  tier  grippt  Jhe  reed,  laeter,  desiens 


wer  (hasnjd  agan  tee  mak  tiers  skid-preuf 


tiers  wiJh  espejhially  deep  treds  wer  devel 


■opt  for  winter  ues.  Jhees  sn®  tiers  provied 
better  tracjhon,  or  rsd  grippi.^  acjhon, 


in  sno3y  or  slippery  weJher 


bloeout-prcBf  tiers  wiJh  spejhial  inner 
tuebs  wer  desiend.  Jha  did  not  loos  Jhar  sr 


immeediatly  i\Jien  Jha  wer  pugetuerd.  ih is 
helpt  prevent  acsidents. 


• S • 3. « 


"e  and  d"  (history  ov  tier)“4“ 


an  eeven  later  development  is  a s 


teb  tier  caulld  a tusbless  tier 


cenly  givs  the  servis  ov  a 


tier  and  inner 


but  it  is  puigctuer 


seel  i i|  and  hoelds  ar  better  sttan  itie  teld 
stfel  tier  and  teb. 


kwest i ons 


1)  rtie  first  tiers  wer  m»d  ov; 


1)  elastic 

2)  solid  rubber 

3)  nielon 

2)  be'fcter  tiers  wer  needed  vifcen  oars  began 

tcc  get  mor  pouerful  and  travel  at  hieer 
speeds.  trcM  or  fauls? 

3)  anuJher  naera  for  ®r  tier  i s tier. 

4)  ihe  best  cco/hon  for  bumps  is  still: 

a)  an  inner  tueb 

b)  compresst  ®r 

c)  a biesycl  tier 

5)  viien  cars  travel  at  hie  speeds,  tiers 
get: 

a)  very  hot  from  Jhe  fricjhon 

b)  worn  out 

c)  better  treds 


a.s.a.-”e  and  d”  i/t/a  (14) 

laaawaei  lesson  for  Jhe  history  ov  ihe  tie; 

11.  blackbord  sentenses: 

1.  noB  car  is  saf  unless  itie  brak 
system  is  wurkig  properly. 

2-.  a siks  sylinder  car  is  uesueally  mor 
economical  tto  run  itian  an  at 
sylinder  car. 

3.  a wind/heeld  jkcd  bee  wiept  until  it 
is  crystal  deer  tco  giv  Jiie  drtever 
a deer  vus  ov  ihe  reed. 

4.  synjfietic  mateerials  ar  man-msd 
mateer  i als , 

5.  an  attendant  jhced  ask  jhe  driever 
about  trubl  symptoms  in  Jhe  car 
duerig  servis  at  Jhe  pump. 

MM 


I ) 


manpouer  development  trsniij  prcegrain 
brcoklyn  adult  trsniii  senter 


a.s.a.-”e  and  d” 


(14)  i/t/a 


laaowa  i lesson  for  tfie  history  ov  Jhe  tier 


1,  blackbord  f rases:  when  y=  i (jhort  i) 


brak  system 
meet  or  ryifim 


mystery  story 
acrylic  pant 


six  sylinder  car  jypsy  cab  driever 
trubl  symptoms  syn|lietic  mateerials 


plymujh  sedan 
crystal  deer 


stajhon  symbol 
fysical  labor 


-1- 


,1 


a.s.a.-*'e  and  d”  i/t/a  (14) 

laaawffi  i lesson  for  ihe  history  ov  Me  tier 
• blackbord  sentenses: 

1.  noe  car  is  s®f  unless  Jfie  brak 
system  is  wurkig  properly. 

2-.  a siks  sylinder  car  is  uesueally  mor 
economical  tm  run  itian  an  at 
sylinder  car. 

3.  a windjheeld  Jbccd  bee  wiept  until  it 
is  crystal  deer  too  giv  Jtie  driever 
a deer  vue  ov  ihe  reed. 

4.  syn|iietic  mateerials  or  man-mad 
mateerials. 

5.  an  attendant  jhajd  ask  ihe  driever 
about  trubl  symptoms  in  ihe  car 
duerig  servis  at  Jhe  pump. 


O'  --0 

manpcuer  developmen.t  trsnig  prcegr 
brcoklyn  adult  traenig  senter 


6v 


i/t/a  a.s.a.-'*e  and  d”  v.l.hannenber 


hcsmwurk  assienment  "ihe  history  ov  Jtie  t 


fill  in  Jfie  correct  anser-- 


1.  rtie  first  tiers  Icokt  liek  dcenuts 


wer  maed  ov 


2.:,  Ihe  aer  tier  is  filld  v/iJh 


S3r  nfticji  acts  as  a ccojhon. 


3 .  a tier  w i Jti 


grip  Jhe  reed  properly 

4.  ite  addijhon  ov  


m®ks  Jhe  tier  stronger. 


5.  Jhe  tea  parts  ov  ihe  tier  ar: 


a). 


b) 


canr 


liiiii 


Miiiii 


manpcuer  development  trasnig  prcegram 
brooklyn  adult  trasnig  senter 

a.s.a.-”e  and  d”  t£efher*s  aied  i/t/a 

introductory  blackbord  trasses  forj 

Jeneral  tier  car 

turn  customers  awae 

suspenjhon  system 

jhock  absorbers  and  sprigs 

misalienment  ov  Jhe  *els 

proper  infiaejhon  level 

bauld  tiers 

peer  iodic  rcBtasjlion 

not  oenly  a conveeniens 

improper  inflasjhon 

bild-up  ov  pre/bser 

asr  ccojhon  tiers 

vasrius  stasjes 

mount  ig  and  dismountig 

ov  tiers 

sugjested  patterns 


a.s.a.-“e  atr^  a"  teeC‘i6i~*s  giea  -2-  j/t/a 

blackbord  sentenses:  (jeneral  tier  casr) 

1)  ga)d  tier  servis  is  not  cenly  a convee- 
niens,  but  very  important  for  sssfty. 

2)  sum  drievi!3  habits  caus  tiers  tco  wsr 
out  unetvenly. 

3)  hie-speed  drievig,  fast  turns  on  curvs, 
improper  inflasjhon  and  Jlie  misalienment 
ov  itels,  will  caus  w®r  and  tsr  on  Jtie 
tiers . 

4)  as  Jhe  car  is  driven,  tte  fricjhon 

between  Ae  tier  and  Jiie  reed  will  heet 
Jtie  tier . 

5)  (jieckig  tier  prejhusr  is  part  i cuslarly 
important  with  ssr  cccjhon  tiers. 


0 


! ; 

manpouer  development  traeniij  prtegram 
brcoklyn  adult  trsnig  senter 

a.s.a.-'*e  and  d"  i/t/a 

ieneral  tier  cier 

tier  servis  is  sumthig  liiat  customers 
expect  too  get  from  ter  servis  staBjhon. 
yea)  cannot  turn  customers  awae  or  dca)  a 
poor  job  and  expect  too  hosld  Jhe  customer's 
gasoleen  bisness.  good  tier  servis  is  not 
cenly  a conveen  i ens  tw  Jiie  customer,  but  it 
is  aulscB  very  important  for  his  saefty. 

itie  tiers  ar  part  ov  itie  suspenjlion 
system  ov  )te  car,  alog  wiA  jhock  absorbers 
and  sprigs,  good  tiers  jhood  absorb  mcBst  ov 
3fie  roed  bumps  Jhat  maek  for  a ruf  ried. 

tiers  ar  expected  too  v/asr  out  i n Jhe 
normal  cors  ov  tiem.  but  ter  ar  sum  Jhigs 
ijfiiCh  cans  Jtiem  too  weer  out  faster  or  too  waer 
uneevenly:-  hie  speed  drievig;  fast  drievig 
on  curvs  or  around  corners;  improper 


a.s.a.-"s  and  d"  (jen.tier  csr)  -2-  i/t/a 
inflaejhon;  and  misalienment  ov  Jhe  steels. 

performig  sum  tier  servis,  nee  matter 
hou  smaull,  givs  Jhe  attendant  Jtie  opportue- 
nity  tci)  inspect  a tier  mor  clcesly.  it 
can  reeally  "pcct  Jtie  figger  on”  tier  needs. 

good  tier  servis  inclueds  ifiees  Ihigs: 

1)  reguelar  (tieckig  for  proper  inflsjhon 
level.  Jhis  fneod  bee  dun  i4ien  itie  tiers 
ar  cciol.  as  Jhe  car  is  driven,  itie 
fricjhon  between  3fie  tier  and  Jhe  rosd 
v/ill  heet  Jhe  tier.  Jhis  causes  a bild- 
up  ov  prejhier  and  ms  caus  Jhe  tier  too 
look  (Ever- i nf  Isted . (heckig  tier 
prejhier  is  part  i cuelarly  important 
wiJh  sr  ccojhon  tiers,  msk  Jhuer  Jhat 
bceth  ycror  hand  gsjes  and  tier  in- 
flstors  ar  accuerst. 


o o 

a.s.a.-"e  and  d”  (jen.  tier  caBr)-3~  i/t/a 

2)  correct  repasrig  ov  tuebs. 

3)  correct  mount  113  and  dismountig  ov 
tiers. 

4)  casrfcol  inspecjhon  ov  treds,  sied- 
waulls,  ceesigs,  valvs,  etc.  Icok 
for  naels,  brcases,  or  cuts.  Icok 
for  "bauld”  tiers,--  tiers  itihasr  ihe  tred 
is  dffinjerusly  worn  csut.  if  eny  ov 
jtiees  condi^ons  or  present,  tiers  jlxod 

i 

bee  repasrd  or  replsst  befor  Jhss  bebum 
uns®f  for  drievig. 

5)  peeriodic  roetce/hon  ov  tiers.  Jhis  will 
legjben  ihe  lief  ov  Jtie  tier  bie  msakig 
jhisr  Jhat  eech  tier  gets  eekwal  waer. 
tiers  Jhcod  bee  roetasted  every  5,000 
raiels. 


r 

I -'i 

a.s.a.-”e  and  d”  (jen.  tier  Cesr)  -4-l/t/a 

kwest i on^ 

1)  drievig  habits  doo  not  affect  hou  log 
Ae  tiers  will  waer.  trcu  or  fauls? 

2)  fne  tiers  or  part  ov  3tie  

3)  ycoj  can  legfien  ihe  lief  ov  a tier  bie; 

a)  pcottig  an  extra  pound  ov  asr  in 
Jhem 

b)  wo/hi  g Jhem  reguslarly 

c)  casrfcol  drievig  and  proper 
m$ntenans. 

4-)  an  attendant  jhcod  mssk  jhuer  Jtiat  Jhe  hand 

gsjes  and  tier  inflsetors  or 

5)  as  log  as  yoa  ar  not  havig  eny 

seer  i us  tr ubl  wilti  year  oeld  tiers,  yco 
dco  not  need  tea  replaes  Jfiem. 

tree  or  fauls? 

} 

j 
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manpouer  development  tra3nlr?  prcEgram 
a.s.a.-“e  and  d”  i/t/a //i5 

or_jenera_[_tfer_car 


I . b I ackbord  f rsses; 


firfflX:gs_Q3e6nli3__J^not” 


un 


n 


w$r  out  uneeven  I y 
unssef  car 
uneekwal  waer 
unimportant  matters 
unb!  sness  liek  manner 
unpaed  bills 


I nconveen I ent  ours 
incorrect  balans 
Incorrect  (ii$nj 
incredibl  prteses 
Insuff IJhIent  prejhuer 


im 


improper  inflaejhon 
Impossibl  wurkiQ  condijlions 
immatiier  emploiees 


misalienment  ov  wheels 
misinformd  attendant 
mi  sp  I sst  autoe  parts 
mismanaajd  stsjhon 


blackbord  sentenses: 


unless  jhe  wheels  ar  balanst  and  properly 
allend,  Jh$r  will  bee  uneekv^al  w^r  on  lie  tiers, 
an  attendant  hcc)  fco)ls  around  t<£2>  mu(fi  and  acts 
in  an  unbi sness  llek  manner  m$  lco)s  his 
customer  and  his  job. 
iie  car  will  not  ried  properly  if  jhasr  is 
insuff ijhi ent  asr  prejhuer  in  Jhe  tiers. 


-I 


A 


■ttliiiiH 


imiiiiiiii 


1 ) 

a,s.a*co''e  and  d”  i/t/&  a 15 

I 1 • bo  rd_s  enter)  ses^con  t ' d * 

u.  Jhe  attendant  mcs  hav  too  wurk  nlets, 

holidays,  and  1 nconveenfent  ours  on  Jhe  job. 

5.  a earless  attendant  ma  hav  ta  spend  un- 
nesessary  tfem  lakir?  for  misplast  ai'ta  parts 


manpouer  development  tranlr^  prcegram 
a.s.a,-”e  and  d** 


i/t/a  ,a5 


hffimwurk_assienmen  tier  car 


naem  c I ass (izt teejjier 

(hsnj  Jhe  follffilti  sentenses  bie  fillip  in  Jhe  preefix 

iiat  will  msk  "not"- 

1.  iie  stffijhon  went  out  ov  bisness  becaus  Jiaor  wer  tw 
meny  _p3ec[  bills. 

2.  a lot  ov  tiem  is  wasted  Icokii?  for  lost  or 
.__pl®st  autoe  parts. 

3»  Jhe  mecanic  ccod  tell  from  Iceki^  at  Jhe  tiers 
Jhat  Jiar  wos  suffijhient  ar  prejhuer. 

4.  a car  Jhat  is  not  properly  servist  or  repsrd 
m33  becum  an  s^f  car, 

5.  sum  stajhons  ar  mpen  da  and  niet  and  Jhe 

attendants  must  wurk  convcenient  ours. 


iier  development  Iran ll^'^prcsgram 


a.sva*~"e  and  d” 

blackbord  frases  to)  Introdussj 


henry^ford 


mecanlcai  filris 
espejhially  hekt 
wurkiri  wiJh  majheenery 
repar  wurk 
enjln  jhop 


wot(ties  and  clocks 
meny  sacr  If  fosses 
r<a)m  and  bond 
extra  muny 
stgem  enjlns 


detrolt  edison  cumpany  manugfactuer  aitomob^ls 


standardiezd  Jhe  automobeel  in  gr®t  kwontitls 


I*  ford  developt  mass  producjhon  mefods  wht(t  helpt 
standardiez  iie  automobtel. 

2.  hee  developt  a belt  system  for  assemblii?  aitee 


parts  kwickly* 

3.  a belt  system  Is  aulscs  ncen  as  an  aissembiy  hen. 

4.  jhe  ford  mcstor  cumpany  wos  organjez:icf  Jn  1903. 

5.  a man  to  had  Invested  $ 2,500  In  ford's  cumpany 
smld  his  jhars  for  30  mil  I Ion  do  1 1 ars  sixteen 
yeers  laeter* 


trends  and  nasbors  cumpany  stockhcelders 

I 

gratest  *cqntr  ibifijhan  mass  producjhon  methods 


assembi \q  parts 


Jhe  averaej  man 


f 


/ 


'•  \ 


ik 


manpouer  <Jevelopment  tr#yi  9;<  pr«?gr^m 


a.s.a.-*’e  an(j  (|” 


i/t/a  16 


henry  ford 


froffl  3he  tfeiB  htt  wos  very  yu| 

•fw  ■**  • ^ I it  ’’ 

henry  forc|  wos  Interested  in  jpecanical 
thiys.  hie  wos  born  ner  derborn,  mljhigan 
in  1363.  as  a(|Mel(|»  he  helpt  his  foiier  wit 

**•  «“■  fc,  (•  . •<*  , ^ ^ ^ 

- 0,  . " ' , * ■ * ..  ■ i'  . V *'  ■ * 

form  work,  but  he  espeihially  Ifekt  wurki§ 

T.  * ••  w.  I*.  . > ’!  . ^ , Ml  ■ ' ’ .» 

( ■ : ' ia^-*  , ■'  )ww»» 

wift  Kajhenery.  he  often  did  rep»r  wurk 

• ■ ^ 

on  wotdies  and  clocks  wi;di(ut 

he  fflsd  neny  sacrifieses  becaus 
ov^is  interest  tn  aecanics.  tten  he  wos 
IS  yers  eld,  he  waukt  tw  detrtit  and  9©t 

^ \ • .-K 

a Job  wiii  a meoanic  f or  iS,50‘ awek.  his 
nam  and  bord  c®ffl  t®  JKS'.SO.  In  order  tcc 
get  ihe  ekatra  muny,  he  wurkt  for  airs 
every  niet  for  a wot(fnneker  at  j^2:00  a 

w»k.  later  he  wurkt  in  an  enjinihop; 


:• . 'I  •■  • 


JK 


uter  ha  set  up  staro ,eRj ins.  ffenally, 
htt  becffiffl  an  enJiBKer  at  iie  (fetroTt  ®4ison 

cuoapany. 

9'  r. 

in  1903,  forf  organjes<J  a oumpany 

tm  raar»j0factuer  aatouKebeels.  It  wds  nan  as 

'***»#'•  * ' »•  ' * '*  ; , _ 

Ae  jfi'Orci  lacetor- ou’iBpafiy^  hee  stccrtacf  Ais- 

cuiapany  wiih  28  ^san4  cfollars  r®s4  fp&ai 
trends  an(|  naebors.  3fis  becaipa  sto^ 
in  his  cumpany.  sikston  yars  later. 


raan  hoa  ha4  invested /2. 500  in  fer4 
cumpany  «e1<{  his  jimrs  for  30  miMlf 
tfttllars. 


‘t 


T 

A 


■S«. 

fork's 


c on  tr  ibuBjhon 


mi 


Aat  ha  jhatf  hoi  ussful  mass  procjucihon 
nefio^x  ccd4  ba  in  ifte  sutoacebal  in4uetf 

****^*  VMWt  '' 

ha  stan(^ar(|ies^  every  part  ov  i&e  auto 
see  ihat  it  ccd4  faa  turn4  oit  kwtokly  a 
in  grat  kwontitis,  ha  iften  (fevelopt 


racEbsI 


•^3 


V 


belt  system  for  assemblig  Jfiees  parts 
kwickly,  Jhls  is  ncEn  as  ihe  assembly 
lien.  wiJh  Jhis  system,  hee  procluest  cars 
In  su{h  larj  numbers  Jbat  Jh©  cue!  b©  scel(l 
^ply  enuf  for  she  a vers  j man  tu  bie, 

Jhe  enej 
kwestifipx 

1,  henry  fore}  wos  aulwss  interested  in 


2,  his  first  job  wiJh  a mecanic  wos  in 
, iiiiasr  hee  tnaeci  d 

3^  heny  ford  wos  a gud  bisnessman  hco 

• *•  * 

nu8  nuihi^  about  autu  enjtneeriQ.  . 

tru.  or  fauls? 

. ^ ^ 

4,  bie  standardii^ziii  autos  parts,  it  beemm 
possibl  tu  turn  cut  parts  and 

in_ 


o 

5,  a belt  system  ov  procfucjhon  is 
aidsoB  cmll4,  an  


jpojer  development  p prcBgram 


a*s;a.  - **e  and  d” 
i§3SS§j-.i§2S2Dl 

_henry_ford 


l/t/a  m 


organlezd  labor 
ford  mostor  cumpany 
order  a car 
porselan  finijh 
pees  cor 

i- 

2£-.§D^isl  *“ 

doctor 

maor 

cal  cuelator 
contractor 
distrlbustor 


or 

we  Id!  3 tor(ti 
larj  corporajhon 
forjd  st^l 
leron  or 
ccBid  storaj 

to  dui  iie  job  - 

meedlator 
arbi trator 
estimator 
depositor 
eduecator 


■n 
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manpouer  development  trsnfr^  prcegram 

* 

a.s.a.-  «e  and  d"  lAA  #i6 

hcBmwurk  asslenment  for: 


naem class daet tee(jier 

1.  Jhe  man  hca)  givs  a ruf  flguer  on  Jhe  cost  ov  a 

job  Is  caul  Id  an 

2.  Jhe  ford  mmtor  company  supplies  cars  tco  loecal 
ajl  1 (Bver  Jhe  wur I d. 

3.  a majheen  Jhat  can  add,  subtract,  multipife  and 
diyfed  Is  caul  Id  a 

4.  Jhe  bar^k  promist  a gift  to)  every  nue 

for  Jhe  next  week. 

5.  a stast helpt  to)  setti  Jhe  labor 

dispuet  between  Jhe  cumpany  and  Jhe  uenlon. 


manuuuer  ueveiopmen.t  traeni'.^  prcegram 
brcoklyn  adult  tranig  senter 

a.s.a.-"e  and  d”  (tee{tier*s  gted)  i/t/a  Z/ 
introductory  blackbord  frases  fori 


acsessory  autos  products 
st»  in  bisness 
ekspeer  i enst  autos  osners 
reguelar  servis 
recommend  his  trends 
protected  from  war 

***, 

parts  Jiat  need  l!«brica|hon 
3tie  manuef actusrer ’ s direc|hons 
leekaj  on  ifie  flor 
a good  advertiesment 
applied  jenerusly 
a compleet  oil  (taenj 
enjin  crankcases 
spejhi al  collecjhon  servis 
cleenig  compound 


i")  ..  0 

a.s.a.-”e  and  d”  (teecfier's  gied)  l/t/a 

blackbord  fraeses:-  ieneral  ajitg?  maentenans  fj 
collecjhon  ov  trajh 
empty  ig  Jtie  enjin 
i njlwr  proper  servis 
protectiv  mats 
regiBlar  greesig 

blackbord  sentenses: 

1)  it  is  a mistaek  tco  liiigk  Jhat  A®r  is 
mor  muny  tea  bK  masd  bie  not  servisig 
a car  well. 

2)  wun  ov  Jhe  moest  important  servises 

_ V* 

nesessary  for  eny  majliEen  wi3ti  moavig 
parts,  is  greesig  and  luebr  i cajhon. 

3)  grees  jhcod  bee  applied  jenerusly,  scb 
aull  parts  ar  compleetly  cuverd . 

4)  to)  mu(t  oil  will  clog  and  harm  Jhe  parts 
!*&ich  or  cEver-CBld. 

5)  Ihe  dirty  cal  that  has  emptid  intoj  Jlie 
can  is  pord  intco  a fifty  gallon 
drumjtifcich  is  collected  regularly. 


w 


man 


oauer  u^velopmeni  tranir']  prtegram 
brtoklyn  adult  tranig  senter 


a. s. a.” ”6  and  d'* 


i/t/a 


ieneral  aitoB  mantenatlS. 
an  autoe  servis  stajhon  is  in  bisness 
not  ffinly  tco  sell  gas  and  dl  and  acsesso- 
ry  autoB  products,  perhaps  its  mtsst  im- 
portant bisness  is  selli^  servis  tco  ihe 
automobeel  oener.  Ihe  expeer iens  ov  Jhe  autte 
servis  stajhons  lAicfi  sta  in  bisness  for 
a log  tiem  is,  Jhat  ihe  better  itie  servis, 
jhe  better  Jhe'bisness,  and  Jlie  better  ihe 
(fians  for  the  stajhon  tco  sta  in  bisness. 

expeer ienst  aiitcs  servis  stajhon  oeners 
sa,  ihat  it  is  a mistak  tco  jhigk  itiat  Jhar 
is  mor  muny  tco  bee  mad  bie  not  servisig  a 
car  well,  ihe  fed^a  Jhat  sum  peepl  hav,  Jhat 

ihe  mor  often  a car  braks  daun,  Jhe  mor 
bisness  a servis  stajhon  will  hav,  is 

fauls. 


r,  ) d'*'  (jen.aiitcB 


) i / 1 / a -2' 


if  a car  3tiat  a stasjhon  is  servisig  regue?- 
larly,  braeks  doun  very  often,  rtie  customer 
will  probably  tmk  his  bssness  elsvAsr. 
a customer  haa  can  feel  3be  differens  in 
Jhe  wffi  his  cor  rieds  after  it  has  been 
properly  servist,  will  not  oenly  bK-  a 
stedy  customer,  but  wun  hta  recommends 
his  trends  to  ihe  stasjhon. 

mecanics  ss,  ihat  wun  ov  ihs  moest 

^ '«'V  ' ' 

important  servises  nesessary  for  eny 

' i/ 

majheen  wiib  m^vig  parts,  is  greesig  and 

& • 

luebr  i cffijhon. 

»»W. 

moavig  parts  must  bee  grast  regularly, 
or  lha  will  war  aganst  ee(t»  uJher  and  brak 
doun.  (dhen  aull  moovig  parts  ar  protected 


from  war  bie  grees 
last  logger. 


wurk  better  and 


a.s.a. 


-••e  and  d" 


( jen.autffi  man. ) 


compresst  ar  fofses  Jhe  grees  throo  p: 
trigger  handl  into)  Jhe  parts  Jtiat  nad 
luebri  ca|hon.  gras  jhajd  bee  applfed  jenef| 
usly,  stE  Jhat  aull  parts  ar  coinpleetly 
cuverd.  exsess  drippiiis  Jftkod  bee  wiept 
awa,  but  ihar  is  ncB  danjer  from  tcu  mu# 
grees.  mecanics  clam  Jhat  yoo  cannot 


ffivergrees. 

parts  Jhat  need  oilig,  on  Jhe  uJher  ha«iS, 
hav  tco  bee  treeted  mor  carfcolly.  tco  mug! 
dl  will  clog  and  harm  Jhe  parts  Vilii(ti  ar 


>•»  •Ai*  . 

cever-cald . 

’reguslar  (hsnjes  ov  oil  ar  aulsce  very  • 
important  tco  Jtie  mantenans  ov  an  aiitomob®!* 
dl  Jhat  gets  dirty  with  uss  and  aj  will 
thicken  and  becura  harmful  tco  ihe  enjin*  it 
is  recommended  rfiat  a compleet  ciil  (jiianj  tak 
plas  after  ee#  2,500  miels. 


a.s.a.“”e  and  d”  (jen.autoe  maen.)  -4-i/t/a 
in  order  tco  (Jiasnj  itie  oil  in  ihe  enjin 
cragkcaes,  Jhe  car  must  ba  jackt  up.  sum 

'***’  *i»».  , V'W#» 

cragkcaeses  ar  ree(fit  raor  eesily  Jhan  uihers. 
if  Jlie  oil  cragkcas  is  hard  tu  reE(Ji,/a 
flexibl  tiffib  tco  por  in  ihe  nue  oil  must  bee 

i 

uesd. 

after  Jhe  car  is  jackt  up  intco  posijhon 
for  the  oil  (tiaenj,  Jhe  plug  is  reiwivd  from 
ifie  cragkcaes  and  Jhe  celd  oil  is  allaid  tco 

4*  ^ 

empty  into)  a can.  Jhe  dirty  oil  ;that  has 

, 4.' 

emptid  intw  ihe  can  is  Jhen  pord  intco  a 

fifty  gallon  drum  i»fti(ti  is  collected  regue- 

^ ^ * 

larly.  Jhe  collecjhon  ov  oil  drums  in  a 
gas  stffijhon  wurks  very  mu(Ji  liek  Jhe  oollec- 
jhon  ov  trajh.  it  is  dun  reguelarly  bie  a 
spejhial  collec/hon  servis. 

noB  matter  hmi  cffirfcol  yoa  ar  vi^ien  yoo  ar 
emptyiij  Jhe  enjin  cragkcees  ov  Jhe  dirty  oil, 
sum  ov  it  m®  drip  onto  Jhe  flor. 


a.s.a.-”e  and  d*'  ( jen.  autcB  raasn,  )-5- i/t/a 
a cleen  i g compound  looks  very  rau(ii  liek 
saudust  jhcod  bet  pord  on  tie  f lor  tco  absorb 
dirty  oi.1  and  keep  Jhe  flor  cleen. 

lire  enjin  crai|kcffis  jhcod  ba  refil3.d 
wiJh  nue  oil  accord ig  tco  Jhe  ma ni^f a c tuer e r ’s 
direcjhons.  cans  with  spouts  ar  uesd  tco  p or 
Ae  dl. 

Ae  dl  filter  jkod  bee  inspected  tiem 
Ae  dl  is  {Jiaenjd.  if  Ae  filter  is  clcrggd 
or  dirty,  it  cannot  dco  its  job.  dl 
filters  uegueally  need  tco  bee  (fianjd  after 

nm  ^ 

ttiree  dl  (jianjes. 

every  car  \\lhi(ji  is  servist  |hcod  hav  a 
sticker  atta(fit  tco  Ae  insied  ov  Ae  dor  neer 
Ae  driever’s  seet.  an  attendant  /head  ncet 
Ae  d«et  ov  Ae  servis  and  Ae  kiend  ov  servis 
given,  see  Aat  Ae  stasjhon  and  Ae  car  oener  ’ 
will  hav  a record  ov  Ae  servis. 


a.s.a.-*'e  and  d”  (jen.  autce  maBn.  )-6- i/ t/a 
ihis  saevs  tiem  and  will  injhier  proper  servis 
at  tie  proper  tiem. 

dueriii  a luebr  i cagjhon  or  an  ffll  (tiaanj, 
ihffir  is  gosig  tw  bee  lekaj  on  Jhe  flor  ov  tie 

».  y •tK' 

staejhon,  and  sumtiems  on  itie  insied  or  body 
ov  ihe  car.  viSienever  possibl,  a cuverig 
jhcfld  bee  uesd  too  protect  tie  car  from  staens 
and  dirt,  a customer  will  not  bee  happy 

V IF  ^ m * 

about  tffikig  a stand  and  d i rty- Icoki  g car 
out  ov  Jhe  stffljhon.  hee  ms  desfed  ihat  Jhe 
wurk  is  as  sloppy  as  tie  Icoks  ov  Jhe  car. 

aull  stajhons  hav  protect iv  mats  tun 
cuver  Jhe  different  parts  ov  Jhe  car. 

Jhees  mats  Jhood  bee  uesd  tco  avoid  stanig  and 
damaj  tco  Jhe  body  ov  Jhe  car  <fel  wurk  is 
beeig  dun.  it  is  wur|h  Jhe  tiem  tcc  protect 
Jhe  car.  after  Jhe  damaj  is  dun,  i t ma 
tffik  a lot  ov  tiem  and  wurk  tco  cleen  up. 


a.s.a.-'*e  and  d”  (jen.  autos  rnffiti,  )-7-  i/t/a 
moBst  good  stse'^ons  will  not  turn  a car 
cEver  tea  its  cener  wiiimit  cleenig  it  first. 

yu-  ^ 4 ■¥>  4 <4  ‘ **•' 

oil  and  grees  must  bee  cffirfcally  remoovd  from 
dor  locks  see  ihat  Jhe  driever  will  not  st®n 
his  cloeshs.  windoes,  uphcslstery,  mirrors, 
and  tfie  dajhbord  and  flor  /tod  bee  cleend  inihen 
Ae  wurk  is  finijht. 

a cleen  Icakig  car  is  a gcod  advertier- 
ment  for  ^tle  wurk  dun  at  Jhe  stffijhon.  it 
will  meek  and  keep  a customer; 


a.s.a.-”e  and  d”  (jen.  autoe  man.  )-8- i/t/a 


3) 
4 ) 
5) 


■k.iKe.$t  i ons 


a stsejhon  will  loos  bisness  if  the 


repaers  and  ssrvis  ar  gcod. 

trot)  or  fails? 

ihe  osner  ov  a car  ihat  braeks  doun  very 
often; 

a)  will  keep  cumig  back  for  repaers 

b)  will  gee  tw  anuitier  stasjhon  too  get 
better  servis 

c)  will  sell  his  car  and  bie  a nue  wun. 


uesd  and  dirty  ail  is  collected  in 


drums . 


grees  Jkod  bee  applied  so5  3hat 

aill  parts  ar  compleetly  cuverd. 

a nue  car  dus  not  need  reguelar  mante- 
nans  and  servisig. 

troa  or  fails? 
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manpouer  development 

tr$nir^  prcagtam 

a-3.a,-«e  and  d” 

i/t/a  # X7 

laiigwsj  lesson  fort 

I • bUckbo rd_f r^sesj. 

er 

IMWmmNi 

get  tco  wurk  erly 

(hceper  product 

servls  Jhe  enjin 

mercusry  comet 

personal  property 

persplr^jhon  cedor 

starter  trubi 

ern  mor  muny 

er  comparIson_endl2_ 

(tieep  - (tieeper 

tuf  - tufer 

Jhort  - Jhorter 

stroti  r.  stronger 

harci-  harder 

.messy  - messier 

hevy  “ hevier 

dirty  - dirtier 

er  - ref erria_tco_a_Job_or.£ro£§l2.Q 

truck  driaver 

iajyer 

carpenter 

welder 


soderer 
manifif  actueirer 


■‘A 


iMiiiaiiiiiyiiM 
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manpouer  development  traenfr^  proegram 


• *4 

'•fi. 


a.s.a.  ’’e  and  d" 


i/t/a  # 17 


hoemwurk  assfenrnent  fori  j®Q§r§l_SiS«.[I!SIli§D§i3§ 


nm 


class 


dast  ^tee(her 

» MUi  «*<•  ^ 


I,  a man  hca)  rriseks  a livit?  weldif?  Is  cajlld 

a • 

*««*  «MM»  «VW*' 

2*  it  Is  not  ailw33s  wfes  to)  bfe  a product  just 

becaus  It  Is  • 

3.  spejhiai  Instrucjhons  for  servislii  ff(ji  car  ar 

given  in  *<'s  manueal* 

4.  moest  stasJhDns  ar  not  responslbl  for  

left  In  iie  car* 

5.  add  ”er’’  endliis  t>a)  Jhe  folloeiri  v/urds  and 


a sentens 

uesfri!  # wu  rd 

smart 

dirty 

wied 

happy 

hl6 

manpauer  d4')elopmen.t  trsen  i gf  )3rEegram 
brcoklyn  adult  traenig  senter 

a.s.a.-”e  and  d”  tee(jier* *s  gied  i/t/a 

s,^ft)pn  system 

enjin  liffibricas^on 
sircuelasted  thna  Ae  enjin 
fien  tnejh  screen 
enjin  oBverhaul 

m if  m ^ if. 

ail  prejter  releef  valv, 
en j i n ^damffi j 

floss  tfjroi!  Ae  system 

• • 

hormfcol  matter 
loss  ov  dl  pre|huer 
fluA  out  dust 
d i pst i ck  marki gs 
an  addiAonal  kwaurt  ov  ail 
ventilaeAon  system 
cloggig  wiA  sluds 


I 


/ 


a.s.a.~"e  and  d*' 


1)  3tte  ail  str«ner  jhaid  bc-e  cleend  or  replaest 
i\{5enever  the  enjin  is  osverhauld. 

2)  the  nue  oil  filter  sa-1  Jtod  bee  (fieckt 
ceerfcitlly  tw  aviid  leek® j and  loss 
ov  enjin  e»l  prejhier. 

3)  wauter,  v®por  and  gases  will  form 
sludg  in  the  enjin  crai^kcffis  if  ih» 
or  not  remcstvd. 

4)  from  the  dipstick,  an  attendant  can 
tell  the  condijhon  ov  the  ail. 

5)  a g®j  will  watirn  the  driever  ov  Ice 

»* 

prejluer. 


% 


o 


manpouer 


rcoklyn 


a.s.a.~"e  and  d” 


i / t/a 


e 01 


several  kwaurts  ov  cal 


ar 


in  me  en  j i n crag  kcaes , luebr  i cast  ihe  majvig 
parts  ov  Jtie  en  j i n . 

Jhe  enjin  luebr  i cs/hon  depends  upon 
f olloei  § 


1/  al-ELkk,:  is  U8sd  too  pump  oil  too 
aull  moDV  I § ports,  aull  oil  ii/hich  is  sirciffi~ 
Iffited  bte  Ae  oil  pump  is  first  passt  tfiroo 
a fien  rnejh  screen  caulld  Jbe  oil  straner. 
Jhis  straener  jhad  bee  cleend  or  replaest 
idJienever  itie  enjin  is  cBverhaulcf. 

2)  an  is  bilt 


i ntco  ihe  system  too  prevent  the  oil  prejfluer 
from  faildi!§ 

ver*s  instrcsoment  panel  is  uesd 
Jhe  driever  Jf?at  Jtse  oil  pr ejter  i 


waurn 


) 


Jtiis  can  result  in  enjin 
gets  dirty. 


i /^’a 


I p f X 

0 v<<f  KW/.4'  IM<^ 


I r • 


st. 


*«<A(  ir  2»*'<}i  If&V  f 


as 


tU;  § A f ifti 


a 


as  a s 


l<^  *4F*' 


f i Iter  i 


r«!%. 


I s 


screen 


J»  ¥.^  t F 


m 


order  tee  dw 

must  bee  dianjd  every  3,000 
Jhe  nue  oil  f ilter  seel  l^ud  bee  giecK 
tee  avQsd  leek®j  and  loss  ov  enjin 
prejter.  at  ihe  s®m  tiem  ihe  filter 

(t®njd,  an  cril  (|}®nj  jtejd  bee  m®d . jh i s 

* 

lulscE  help  in 


WW 


harmful  matter. 


»»WPW*!W5V»|IWJ 


! S 


an  important 
system.  it  is 


II 


n 


« 


t 


! 


1 o 


y 


4 


vfc  an  dl  (tiffin j or  an  addijhonal  kwaurt  ov 

!»• 

dl  i recommended. 
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a,s.a.-’*e  and  d”  (the  lueb.system)"-4- i/t/a 


Jhe  -bmftSJl_j£aLE  and 


uJtier  par  “lb  s 0 V ih  0 


ventilaejhon  system  jhud  bee  cleenci  as  recom- 


prevent  cloggig  wiJb  slud3  or  dirt 


i cajhon  i s 


mpor 


17 

Ae  radiator 
Ae 

I 


i pst i c 


t n 


in  craskc 


!®  or 


r t s Q 


stei 


ar : , 1 
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manpoier  development  traenir?  pirajgram 


a.s.a.-**e  and  d’^' 
larggwaej  lesson  for 5 

operaet 
ventl 1 
r^sdiaet 
sircLBlat 
luebric'ast 
vacs inat 
acselerat 
satuerat 
cal  cuelat 
partlslpat 
I L 


2 . 

2. 

3* 

3 • (a) 
enjin 


i/t/a  m 

M_luebricffiJ!]on_si;3tem 

ajhon 

Jhe  operajhon 
ventl  !#on 
rad!  a|]ion 
$ j rciel  ajhon 
luebrl  cajhon 
vacsinajhon 
acse!  I erajnon 
satijerajhon 
cal  cubI  asjhon 
partis  I psejiion 


blackbord  sentenses* 

«wa»  *MM  tH«it  %mmr  »•«*  /w«r  »•**»  W»»<* 

mister  tomas  did  not  understand  hoy  to:) 

operant  Jhe  nue  lift.  or 

(a)  mister  tomas  did  not  understand  |ie 

operaBjbon  ov  jhe  niB  lift. 

lie  ail  must  b£e  a!  laid  toi)  s I roue  1 set  freely.,  or 


s'lrci 


(a)  le  oil  must  b®-  a!  laid  fr 
le  customer  askt  le  attendant  t(4)  liBbric^t 
le  enjlru 

le  customer  askt  le  attendant  for  an 
luebr  I Cc0|hon* 


« 


m.d. t*p. 


) 


a.s.a.-*’e  and  d” 
lar^gwaej  lesson  for: 


i/ty a 

Jhe  luebrfcalhon  systerm  cont*d. 

•mNv  i|M»  4WM  taWK  0»mm  MM#>  <iN*»  iMW  i4M  «U»  WMO <|UM  MPM  MlWl 


4.  iie  mecanic  warnd  Jhe  customer  not  to  acseler^t 
suddenly. 


4*  (a)  Jhe  mecanic  waurnd  i'le  customer  about  sudden 
acsel  erajhon* 


manpouer  development  tr^nlr?  prcegram 

aoS.a.*^‘‘e  and  d*‘  i/t/a  m 

hcemwurk  asslenment  fors  tie  ltiebrlc§|jon_s3/sU^ 
nseiD  class  d^t  teertier  _ 

WWM  MiM*  4M4I  «Mi*  MM  MM(i  WH«r  4M  ««M»  tmm  mtmli  mmi  mmrn  mm  »mm  0mm  i3*m  mmi  V mm  mm  mm 

add  te  ^jhon  endli?  too  iie  fol  Iceirg  wurdst 

assess!  at 


meed!  ait 
gravi tat 
fass in^t 


riet  jjiPE  sentenses  iBsiii  fhre^  ov  te  wards  yca>  hav 


rr)33d* 


f 
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manpcuer  developmen,t  trasniii  prcegram 
brcoklyn  adult  trsenig  senter 

.a.-”e  and  d’*  teedier’s  gted  i/t/a 

i nt^'Qductorv  biao.kb_ord  frsss.s-.jLai: 

an  uncumfortabl  irritaejhon 

creem  or  dntment 

releev  the  paen 

hav  tw  bee  replsst 

not  properly  luebri  c^t  e d 

a |tii  n ccEti  g ov  oil 

absorb  i 9 3he  heet 

oil  viscosity 

classified  ihe  ail 

* 

. oil  jhcod  bee  diasnjd 
in  Jhe  form  ov  sludj 
enjin  wsr  and  basrig  fasluer 


a.s.ai-”e  and  d"  tee(tier's  gied  i/t/a 

bl a c k b or d s e n t e n s e s : (enjin  luebr  i caeihon) 

a)  enjin  parts  wcod  constantly  hav  tw  bee 

-(r 

replaest  if  Jh$  wer  not  properly 
luebr  i casted . 

b)  enjin  oil  is  meguerd  bie  its  thickness 
or  its  ability  tco  flee. 

c)  after  uss,  oil  becums  fcoll  ov  wauter 
particls,  and  peeses  ov  dust,  dirt 
and  metal. 

d)  tco  get  good  performans  from  a cor, 
and  tco  protect  its  enjin,  ail  jhud 
bee  (tiffin jd  from  tiem  to)  tiem. 

e)  under  ffivereej  drfevig  condijhons,  it 
is  recommended  Jhat  Jhe  oil  bee  (jisnjd 
every  1,000  tco  2 , 000  miels . 


manpouer  development  traenig  proegram 
brcoklyn  adult  traenig  senter 

en  lin  lt«br  i casfhon 

hav  yca)  ever  worn  a pser  ov  ihoas  Jhat 
wer  too  tiet  or  did  not  fit  properly? 
befor  log  Jhe  |ha,  rubbig  agaenst  the  heel 
ov  year  fcot,  can  caus  an  uncorafortabl 
irritasjhon.  year  skin  is:  beeig  worn  aw® 
bie  Jhe  rubbig.  Jhis  acjhon  is  caulld  f ricftion. 
fricjhon  produeses  heet  and  wasr.  a littl 
creem  or  ointment  applied  tea  Jhe  sor  spot 
will  uesueally  releev  Jhe  pan  and  msk  yoa  much 
mor  cumfortabl. 

an  enjin  is  msd  up  ov  meny  moavig 
parts,  as  ihas  m&av  agsenst  ee(ti  uJher,  a grast 
deel  ov  fricjhon  and  waer  t®k  plas.  enjin 
parts  wcad  constantly  hav  tea  bee  repl®st 
if  Jhffi  wer  not  properly  luebricsted,  a 
Ihin  cfBt i g ov  oil  is  uesd  between  aull  moavig 
parts  tea  prevent  war. 


a.s.a.-”e  and  d”  (enjin  luebr  i cffi/hon)2  i/tA 

ail  uesd  in  itie  enjin  has  uiiier  Jobs, tea. 
it  helps  ccaal  itie  enjin  bie  absorb ig  sum  ov 
Jhe  heet  given  off  itften  Jhe  enjin  is  in  oper- 
ae/hon.  it  aulsce  helps  tco  cleen  Jhe  enjin  bie 
absorbig  dirt  peeses  and  hoeldig  :^em  until 
ihas  ar  drsnd  out  with  Jhe  oSl. 

enjin  oil  is  meswrd  ‘bie  its  thickness 
or  its  ability  tco  flcE.  Jhis  kwolity  is 
caulld  "viscosity”.  Jhe  americaen  petrce- 
leum  institiBt  has  classified  ail  accordiij 
tco  Jhe  kiend  ov  servis  it  givs.  Jhe  three 
class i f i caejhons  ar:  ni,  taa,  ms. 

oil  markt  jaL  is  recommended  for  liet 
servis.  jatn  is  recommended  for  normal 
drievig,  and  ni§.  is  desiend  for  hie  speed 
drievig  and  hevy  servis. 

tw  get  gcod  performans  from  a car,  and 

ft 

^ -W  \ 

tco  protect  its  enjin,  oil  jhcod  bee  (haenjd 
from  tiem  tco  tiem.. 


a.?  an  ' H’*  (enjin  liebr  if^ae|hon)  i/t/a3 

Jtiis  is  not  becaus  ail  waers  out  wiih  ues,  but 
becaus  cal  gets  dirty. 

► ' •«#  %r  > 

after  ues,  ail  becums  fcoll  ov  wauter 
parti  els,  and  pceses  of  dust,  dirt,  and 
metal,  from  itie  enjin.  sum  ov  Jhees  parti- 
els  settl  tee  Jhe  bottom  ov  Jhe  oil  pan  in 
itie  form  ov  sludj.  jfie  smauller,  lieter 
particls  or  carrid  alog  wiA  3tie  ail.  if 
itic8  or  alloud  tee  sta;  in  itie  luebr  i cset  i i§ 
system  tea  I015,,  ifiees  particls  can  cans 
kwick  enjin  wasr  and  barig  fasliter. 

Jhe  proper  tfem  too  (tanj  liie  ail  depends 
on  |tiree  ihigs--  itie  condi/hon  ov  ihe  car , 
drievig  condijhons  and  drievig  habits, -- 
and  welter  condijtons. 

under  aversj  drievig  condijiions,  it  is 

" iM/  »:tr  i 

recommended  itiat  itie  oil  bee  (ii$njd  every 
1,000  tea  2,000  miels. 


a • S • « 


'b  a.i'd  d*’  (enjin  luebr  i csejhon  )4  i /t/a 
drievig  in  cffild  weJher,  under  "stop  and 
start"  condijhons^  in  ihe  dusty  sity,  m® 
tJiak  it  nesessary  tco  (fissnj  jfie  cal  as  often 
as  every  500  miels.  on  the  urtier  hand,  on 
log  trips,  osver  go3d,  dust-free  reads,  Jtie 
enjin  oper$ts  better,  and  Jhe  ml  can  bee 
disnjd  every  2,000  tea  4,000  miels. 


f ’i 

i 

I - • 

a.s.a.-"e  and  d”(enjin  luebr  i caBjhon)  i/t/a 

kwest i ons 

1.  heet  itiat  is  causd  bie  rubbig  is 

caul  Id  . 

2.  if  enjin  parts  wer  not  luebr i caste d, 
ihas  wood : 

a.  never  get  dirty 

b.  never  war  out 

c.  constantly  hav  too  bee  replasst 

3.  oil  uescf  in  ihe  enjin  aulsoe  dus  too 
Ldfier  itigs: 

Ihe  enjin 

.the  enjin 

k itie  three  ail  classificffijhons  ar 

and 

5.  every  car  needs  an  oil  (hanj  after  too 
thousand  miels,  nee  matter  viftot  ihe 
drievig  condi/hons  wer, 
troo  or  fauls? 


manpouer  development  trasniri  program 

i/t/a#19 

enjln  luebr  I caelhon 

0m>  Mtmi,  mmt  0tm  0mm mm  imti^  mxm  mmmtmm  mmiAtm  ^mmmrn 

Jhe  sound  ov_ol_ 

truck  convol 
destrol  lie  enjtn 
aluemlnum  foil 
cleen  he  toilet 
rnoistuer- proof 

11.  blackbord  sentensex? 

ttm  MM  mti0  MMW  MM>  MtW  MM  «MM  MOM  <JMM  MM  MMn  mM.  mm  mm  MM* 

1.  \^lien  housk€€piQ  (torx  ar  Jha^rd,  everywun  taks 
turnx  cieeniri  lie  toilet, 
jhe  men  got  increest  emplcffee  benefits  Insted 
ov  a rax. 

3.  Jhe  attendant  mad  a doctor ^x  appointment  for 
iie  e€veniii,  after  wurk. 

4*  iie  doctor  prescrlebd  a skin  ointment  for 
hlx  raji* 

5.  lie  men  In  Jie  car  wo,fh  department  wasr 
mOi s ti)er~‘  p rca)f  c II  cb Jh  I rg  . 


a.s.a.~”e  and  d^ 

laiggwaj  lesson  for*. 

1 . bl ackbord  f raexexs 

mm  mm  mmw  mm»  mm  ium  mmm  mm  mm  mm  mn  umt  xmm  um  mmmm  imm. 

Oil  craiikcas 

skin  ointment 
emploiment  off  Is 
doctor *x  appointment 
emploi^  benefits 


manpouer  cfevelopment  traenlrs  prcegram 


a.s,a.~*’e  and  cf” 
hcemwurk  for 


i/li/a  #19 


5QjlD-l¥^£li:Sl!2Q 
f 1 1 l“In 


nsem 


class 


cft'et  teerfier 

■ -<»4  umt- 4mm  4mt*  mtn  tmm  v#  muummtrn 


I.  a gr(i:Dp  ov  trucks  travel  tct)geJher  Is  caijllcf 


a 


s*  jhe  doctor  ccod  not  see  him  becaus  had  forgotten 


tci)  mask  an 


3.  If  iie  dirty  oil  Is  not  (tasnjd,  It  will 


MW  WmOMM  tMMMMUr  «M>  mmf 


•r  MM  «MM  *MM  MJM  mtWW  *>M*  MW  «MW  mm  MW*  4MI*  «MM 


4.  iie  attendant  jho)d  protect  his  tes  from  leklr^ 
oil  y^en  hee  Is  dr^nlr^  Jhe 

mm  mmk  tmmmtmtmm  mm  0umtum  $mm  mu$>  wjim  •mm  mm  4mm  mm  mm 

5.  ^ cl  (Bill  rg  Jhu)d  bee  worn 

In  damp  or  wet  piasex. 


\ * ' 

raanpouer  dOelopment  trffinii3(^rcegram 
brtuklyn  adult  tr®nig  senter 

a.s.a.-”e  and  d”  tee(tier’s  gied  i/t/a 

blackbord  trasses  tm  introdues: 


.iXUklOlMt  Jj, 

keep  a jliarp  Icokoit 
Jtie  customer  coraplaens 
from  Jte  symptoms 
msk  a dfeagncesis 
locffit  Jhe  oaus 

spejfiial  testig  ekwipment 

emerjerssy  treetment 

refer  a p«Jh  i e n t 

Jhe  car  spejhi  al  i st 

dieck  stes  areas 

jud3  ifte  Cfflss  ov  Jhe  brakdoan 

an  accffirat  or  egsact  picter 

itie  vDBlt  and  ampeer  tester 

ilie  coraplKt  repar 


>u 


blackbord  sentenses;  trubllhat i | 

1)  it  can’t  hurt  tco  ask  Jhe  customer  hou 
itie  car  has  been  beheev  i . 

2)  from  fte  symptoms,  hee  ncBs  iiot  tests 

or  needed  tco  get  tco  fne  caus  ov  Jhe  trubl. 

3 ) ycffl  will  aulscE  lern  tco  ues  meny  peeses 

V ^ 

ov  test  i g ekwi  pment  liek  Jhe  hiedrom- 
eter , Jhe  battery  [heck,  ihe  voslt  and 
amper  tester. 

4)  Jhasr  ar  tie  ms  isiien  Jhe  caus  ov  Jhe  trubl 
is  tco  complicated  for  ihe  attendant 

an  attendant  refers  Jhe  car  tco  Jhe 
car  spejhi  al  i st , Jhe  mecan  i c,  lien  hee 


5) 


»•  I * -<<^^‘4  W <14  « 

manpDuer  (38velopmen±  trsnjQ  prtegram 
brcokiyn  adult  traenig  Writer 

a.s,a.~”e  and  d"  i/t/a 

a gcad  attendant  has  Jiie  opportenity 
tco  Iwk  for  and  ffend  trubl  spots  in  a 
car  vfcl  it  is  bee i g servist  at  Jhe  pump. 

V-  ^ ♦ 

but,  in  addi/hon  tco  keepig  a Jliorp  Icokout 
for  trubl  spots,  it  can't  hurt  tco  ask 
3tie  customer  hou  ihe  car  has  been  behavig, 
and  yiieJiier  it  has  given  him  eny  trubl 
Iffitly.  " 

if  Jhe  customer  complans  ihat  Jhe  car 
has  been  actig  funny,  or  Jhat  Jhsr  seems  tco 
bee  sumJhig  rog  sumiter,  Jhis  is  an  oppor- 
tuenity  for  Jhe  attendant  tco  (heck  tea  fiend 
«Si®t  is  rog. 

if  a man  gess  tco  a doctor  whh  com- 
plaents  abewt  pan  in  his  (best,  ihe  doctor 
beg i ns  tco  check  ihoes  sereas  viJiich  hee  ifiigks 


& 

iA. 


ni'-rf” 


nieB  btt  ihe  caus  ov  ihe  diest  pan.  hee  has  sum 
iedeeas  about  ihe  caus  ov  Jhe  trubl  befor  hee 
begins  too  ms k ihe  tests,  from  rtie  symp- 
toms, hee  ncBs  sliot  tests  or  needed  tco  get 
too  Ihe  caus  ov  the  trubl . 

in  Jhe  sasm  ws  Aat  a doctor  masks  a 
dieagncEs i s ov  an  i llness , trubl/hatig  is 
uesd  to)  fiend  Jhe  caus  ov  a car's  brakdcun. 

^ im  * 

trubljhat  i § is  uesusally  dun  befor  Ae 
car  is  taken  apart.  Jhis  is  dun  see  ihat 
Ae  customer  will  hav  an  estim®t,  or  an 
fedeea  about  Ae  siez  ov  Ae  repaer  bill,  trubl- 
Itastig  helps  too  loc®t  Ae  caus,  and  saevs 

iff  ^ 

tiem  on  Ae  rep$r . 

Asr  or  too  tteps  ov  trubljhat  i 13 . in 
wun  tiep  ov  trubljhsot  i g , Ae  attendant  will 
judj  Ae  caus  ov  Ae  breekdoun  wi Aout  ues  i g 
testig  ekwipment. 


u.s.a.“  e o.nu^  C cf'ubij'htiat i 9 )-3^  i/t/a 
wuns  hee  has  an  iedeea  about  the  caus  ov  Ae 
faelier,  hee  can  Jfien  ues  Ihe  proper  testig 
ekwipment.  the  ues  ov  modern  ekwipment 
give  the  attendant  an  accuerset  and  egsact 
pictffir  ov  the  trubl. 

but  Jhsgr  or  tiems  and  situeaejhons  vfien 
it  is  impose ibl  too  dca  a compleet  test, 
and  a kwick  test  has  too  bee  m®d.  spejhial 
medical  ekwipment  cannot  bee  taken  too  the 
seen  ov  an  acsident,  vAen  a pgejhient  has  toe 
bee  given  emerjensy  treetment.  the  ssm  is 
trta  ov  a car.  if  a car  is  stuck  on  the 
rood,  a kwick  test  is  the  best  servis  that 
can  bee  given. 

isSien  the  car  is  braut  into)  the  staejhon, 
i t will  bee  possibl  too  mask  mill  ov  the 
nesessary  tests,  too  (lieck  the  caus  pv  the 
brmkdoun.  the  compleet  repasr  can  then  bee  msd 


a,s,a.~”e  afj!  d”  ( trubljhfflt  i -4-  i/t/a 

Jhasr  or  meny  kwick  tests  for  trubl 
sJIsidi  ycB  can  lern  tco  doo.  yoo  will  aulscB 
lern  tw  ues  meny  peeses  ov  testig  ekwip- 

ment,  liek  ifie  hiedrometer.  ihe  battery fbeck. 

ihe  vcBlt  and  ampeer  tester,  (tco  (beck  3tie 
output  ov  rtie  jeneraetor). 

but  ter  or  tiems  v^ien  rtie  caus  ov  Jhe 
trubl  is  too  complicsted  for  ihe  attendant 
tco  handl.  in  sudi  caeses,  Ihe  help  ov  Jhe 
manajer  or  staejhon  mecanic  is  needed,  a 
doctor  will  refer  a pasjiiient  tco  a spejhjal- 
ist  for  spejhial  trKtment  after  hee  has 
found  ihat  hee  cannot  treet  ihe  illness,  an 
attendant  refers  ihe  car  too  riie  car  spejhial- 
ist,  Ihe  mecanic,  s^en  hee  fiends  trubl  hee 
cannot  handl. 


. S . «) 


qnOd”  ( trubl/hoot i I 5-*  i/t/a 

J<wjg.s±ioilS. 

1)  trubl/hnDt i 9 helps  tea  locast  Jhe  

ov  car  trubl,  and  saevs  tiera  on  Jhe  repsr. 

2)  if  a car  is  stuck  on  ihe  roed,  Jhe 
attendant  /head: 

a)  giv  Jhe  car  a compleet  (heck 

b)  ttiak  a caiill  tea  a tosiig  servis 

c)  raaek  an  appointment  wiJh  Jhe 
oust  Tier  for  a tuen-up 

d)  doa  a kwick  test  tea  fiend  Jhe  trubl. 

3)  tea  (fleck  Jhe  outpeat  ov  Jhe  jenerator, 
an  attendant  jhtad  ues: 

a)  Jhe  hiedrometer 

b)  Jhe  voelt  and  ampeer  tester 

c ) Jhe  d i pst  i ck. 

4 ) if  Jhe  attendant  cannot  locast  Jhe  caus 
ov  Jhe  trubl,  hee  jkod  get  Jhe  help  ov 
Jhe  st®jfhon  . 

5)  a kwick  test  tea  fiend  Jhe  trubl  i s Jhe 
best  servis  Jhat  can  bee  given  tea  a 


car  in  a reed  emerjensy. 


, .y,.- 


manpQuer  development  traniri  pvagram 

# ' 

a.s.a.-”e  and  d"  i/t/a  #20 

larigwaj  lesson  for:  trubXJh^Ug 

I * blackbord  frases: 


Icokflut 

ijm 

fluUcok 

'bedr<ft>m 

brakdoun 

bathrGsxn 

brak|hr(a) 

hartbrak 

cortr<i«)m 

trubl^lh(D)Uf3 

cum 

tr^ublmaker 

V 

incum 

dsi 

outcum 
we! cum 

oitdor 

wot£h 

fndor 

ristwotfh 

■O' 

dorwa 

wot(timan 

dorman 

wot(jimake 

dorstop 

stopwot(h 

hgis  • 
corthous 
houswar 
houshffild 
houskceper 


manpouel  Movalopment  tr^nli^ 


a.s.‘a.-*'e  and  d” 


i/t/a  # 20 


!]®!BSy£!S~M§!§Q03§Di-.£sCi. 
r\m  class 


dfflt  ^teecfier 


comblen  wun  part  from  col  urn  ”a”  wiii  a part  from 
CO  I urn  *'b”  ta)  form  a compound  wurd  ™ 

list  s wurds  y(i£t  hav  maed. 


b 


dor 

W0t(|l 

cort 

trubi 

maeker 

Ihroa) 

brask 

rcm 

wo  t(fl 

qut 

mast 

hous 

In 

rl  st 

stop 

cum 

manpouer  developmeni  traeni^  prcegram 
brcoklyn  adult  trasnig  senter 

a.s.a.-*'e  and  d ’*  (tocfie r * s gied)  i/t/a 
blackbord  trasses  tea  introduesj 


Hg±SJLS 


a mesuer  i g devies 
Jhe  approks  i maet  anxajnt 
3iie  i neonveen  i ens 


indicaet  enjin  temperati^r 
pumpt  jiiria  3iie  en jin 
does  too  Jhe  boil  i g point 
cloggd  or  pugetuerd  hoeses 
faeluer  ov  ihe  ^lermostat 
defect i v dl  pump 
incorrect  gas  mixtuer 
normal  dl  prejhier  vgris 
abnormal  reedig 
electr I c ener Jy 
Jbe  ammeter  jhoes  discfiarj 


a.s.a.-"e  a-iiu  o'*  (tecQier’s  gbfci)  i/t/a 
blackbord  sentenses:  (gssjes  and  maters) 


1)  eny  wurd  Jhat  has  gsj  or  meeter  in  it 
has  tcD  dcB  wiih  meguerii^. 

2)  coalld  wauter  from  Jhe  rsdistor  is 
pumpt  JiiroD  Jhe  enjin  constantly,  tco 
help  prevent  ceverheet  i 13 . 

3)  ihe  ail  prejhuer  gsj  jtes  'iieAer  or  not 

ihaer  is  enuf  prejhtsr  tco  pump  itie  Itsbri 
cat  113  oil  tco  parts  *ter  it  is  needed. 

4)  Jhe  indicstor  on  itie  ammeeter  ihoes  hcsu 
Jhe  supplfe  ov  electric  enerjy  in  Jtie 
battery  is  beeig  ugsd. 

5)  3tie  battery  Itod  bee  dieckt  reguelarly 


■ 


' " * manpouer  4^-velopmen.t  trasn i a.,  prtegrara 

-••  bpcoklyr/ adult  traenii  siJter 

a.s.a.-^e  and  d"  gajes  and  meeters  i/t/a 

aull  C0TS  U8S  gasoleen,  wauter,  ail  and 
electrisity.  Aasr  ar  several  gffijes  and 

I*#  * 

meeters  on  3tie  instrument  panel  ov  a car 
'iitCn  giv  i nf ormaejlion  about  Jtes  feteras. 
uJher  gaejes  jte  Jtie  car  speed  and  distans 
traveld . 

a gg I . or  meeter . is  a meguerig  devies. 
yoa  can  bee  jhuer  Jhat  eny  wurd  Jhat  has  gasj 
or  meeter  has  'tw  dco  with  mesuerig. 

3tie  gasoleen  gg  i JheEs  ifie  approksimst 
amount  ov  gasoleen  in  ihe  tagk.  Jhe  tagk 
jhcod  bee  kept  well  f i lid  too  avoid  Jhe  incon- 
veen  i ens  ov  runn  i g cut  ov  gas . aulsce,  Jhe 
vapor  in  a tagk  Jhat  is  not  well  f i lid 
tends  too  condens , and  Jhi  s produeses  wauter  _ 
in  Jhe  gasol^n . 


\ 

a.s,a,“*^e  d’®  (s^jes  meet 


-2- i / t/ a 


Ae  car  aulsoe  has  a jLeiap_er a tuer  as  I . a 
car  enjin  normally  gets  hot  t»iien  it  runs, 


and  a gasj  is  needed  tco  indicst  enjin  tem- 

I*  V « <i><  > 

peratuer.  coolld  wauter  from  Jlie  rasdistor 
is  pumpt  ijiru  rtie  enjin  constantly  tco  help 
prevent  csverheet  i i§ . mcsst  automofaeel  enjins 
operffit  normally  wish  wauter  temperatiBr 
between  160  and  180  degrees  farenhiet.  if 
temperatiBr  rieses  dees  tco  Ae  boilig  point- 
(212  degrees),  3he  caus  ov  trubl  must  bee 
ftasnd.  it  m®  bee  eriy  ov  Jhe  follcEig: 

1)  not  enuf  wauter  In  jhe  rsdiator 

2)  cloggd,  pugotuerd,  soft,  or 
weekend  hesses 


3)  a worn  or  breeken  wauter  pump 

4)  a leek  i Q r®d  i ®tor 

5)  f slider  ov  Jfie  [berraostat  tco 
operat  properly 


-t 


ij  Q 

a.s.a.“”e  arid  d”  (gaejes  meeters)-3-  i/t/a 

»•»  » «r  n#  * 

6)  a broeken  or  slippig  fan  belt 

7)  raadiaetor  cloggd  wiJti  mud  or  insects 

8)  not  enuf  oil  in  rfie  cragkcas 

9)  cloggd  oil  lien  or  defectiv  oil  pump 

10)  improperly  tiemd  ignijhon 

11)  incorrect  "gas"  mixtuer 

12)  to  mu(f)  hevy  pcollig 

ail  prelter  ase j Jhces  '^iieliier  or  not 

ter  is  enuf  prejiuer  too  pump  itie  lisbricstig 

ail  tco  parts  vfcer  it  is  nt^eded.  normal  oil 

prejhjer  vasris  in  different  maeks  and  models 

ov  cars,  eny  abnormal  radig  on  ohis  gasj 

indic®ts  trubl.  on  sum  cars,  a red  liet 

jtes  rfien  prejter  is  doun. 

jhe  ammeeter  mejiisrs  t\e  flee  ov  electric 

current  too  and  from  liie  storaej  battery. 

tie  indicaetor  on  Jhe  ammeeter  Jtos  hou  ihe 
supplie  ov  electric  enerjy  in  tie  battery 


a.s.a.-"e  ai/d  ci”  (gsejes  meeters)-4-  i/t/a 
on  sum  cars,  a red  liet  flajhes  on  vifcen 

•#  •(»  «r<N»’»  •¥>  *0  • » «»  »■  V ■ 

current  is  uesd  faster  Jhan  Jhe  jeneraetor 


produesBs  it. 

if  !he  ammeeter  /hoes  d i s(har  i vJhen  aiili 
electrical  switches  ar  turnd  off,  or  vkon 
the  enjin  is  runnig  rapidly,  Ae  battery 
will  run  doun  and  hav  tea  bee  re(1iarjd. 

3tie  battery  itself  jhajd  bee  (tieckt 
reguelarly  and  supplied  wiih  cleen  wauter, 
wi Jh  distilld  wauter , if  possibl.  rfie 
level  ov  Jiie  wauter  Jhcod  bee  kept  abuv  3tie 
battery  plaets.  if  Jhe  plsts  drie,  ihe  lief 
ov  Jhe  battery  is  grastly  jhortend.  it  is 
a good  praotis  tea  (heck  Jhe  battery  wauter 
every  tiem  Jhe  gas  tagk  is  filld. 

Jhe  speedometer  jhcod  bee  (heckt  freekwently 
When  drievig. 


wrnmmmmmm 


I 


«4 


a.s.a.“"e  and  d"  ( gajes  meeters )-5-  i/t/a 
wiJh  twdae’s  fast,  eesy-drievi i|  cars,  cenly 
Jhe  speedometer  can  tell  y&o  Jhat  yoa  or 
drievig  faster  Jhan  ycto  ttiigk,  Jht  s is 
espejhially  tras  on  hiew®s  and  turnpieks. 


rafels  Ae  car  has  travelld. 


a . s . a . “ "e 


ana  d" 


^ gaejes 


kwest ions 


ineeters)-6-  i/t/a 


1)  it  is  a gcud  iectea  tod  keep  Jhe  gas  tagk 
well  find  becaus: 

1)  it  is  (fieeper 

2)  Jhe  car  will  run  better  wiJh  a 
full  tagk 

3)  it  is  i nconveen  i ent  and  tfem-wsestig 
too  run  out  ov  gas. 

2)  Jhe  temperater  gasj  in  a car  is  aiilwas 
Jhe  ssem  as  Jhe  outsied  temperatuer , 

V* 

tros  or  fauls? 

3)  Ihree  possibl  causes  ov  enjin  ©verheet ii^ 
ar : 

1) 

2) 

3) 

4)  Hie  level  ov  wauter  in  Jhe  battery  jhud 

^Jhe  battery  plats, 

5)  Jhe  ffidometer  raesusrs  Jhe  drievig  speed. 

tr&o  or  fauls? 


manpouer  development  trsnlr^  proe^yam 


* 

a.s.a.-"e  and  d"  i/t/*  #a 

latjgwaeJ  lesson  for:  oae les  and  mteters 


I.  blackbord  f rases: 
htedrometer 
speedometer 
Ihermometer 
ammeter 
ffidometer 


meeter  - a mesuer 
barometer 
faJhometer 
(Bmmeter 
mul  ttmeter' 


deflen  Jhe  ues  ov  e^  ov  iie  abuv  meeters.  «hot  dea  Jh*  mesier? 

htedrometer-  mesuers  waiter  (htedro) 

spttdpmeter  - mesiers  speed 

thermometer  - mesuers  heet  or  temperatuer 
» /' 

ammeter  - mesuers;  electric  current  floe  tco 

and  from  storaej  battery 

oedometer  - me3iers  mielaBj  travel  Id 

barometer  - me3iBrs  ®r  prejhuer. 

faJhometer  - me3uers  depjh  ov  Jhe  0B|iean  In 

fajhoms  - (6  miets) 

oemraeter  ~ me3uers  cems  - or  rests  tans 
multimeter  - me3iBrs  current,  a.c.  and  d*c. 

voBitaJ,  and  reslstans* 
a comblend  cemme ter  arid  ammeter 


manpouer  development  traentrs  program 
a.3.a.-"e  and  d"  i/t/a  #22 

hcemwuTk  asslenment  for: 

MW  MW  MM>  MW  MtM»  M*  «MI»  MM  MM« 

Jhe  pauer  trasn 

wwawoMim  iiiwunw  w»  wiw  »iw>  ***** m*» 

r\m^  class  cfat  teerher 

WMtKNMMMMM  MM  MM  MM  MW  pMK  MMW  «»«*  MW  «M»  MW  *W  fM*  MM  MW  MM  4«W  MM  «M*  MW  WM  Mi«  MW  W AM*  MM  ww  . 


f 1 1 !- ) n 


I*  a wurcj  imt  descrfebs  a condfjlion  Jhat  Is  better 
Jhan  befor  Is 

mm  WM  IW»  MM  iWtf  MM  Mt«  MW  MM  MM  MM  WM  MM»  MM 

■2.  hie  geer  is  best  for 

oil  Jhat  has  not  ban  reflend  Is  caul  Id 

0^  4iw  ^ v 

OIL 

4<  befor  a itel  can  bee  , iie  luqs  oijs 

» mmmwmMmmmmmwmmmwwmmMmwmmimm  * m/ 

bee 


yccj>r  df  jest! on  wl  I ! Im 


if  V(ij) 

P MM  «WM 


y<a>r  fcfi)cf  mor  csrfcollyo 


m^npouer  uevelopnnent  trasniii  proei^.^ara 
a.s-.a.-^e  and  d” 

larigwaej  lesson  fort  J}e-,£3!fr«i£®D 


blackbord  fraesest 
cr<ii>5:Ir3  speed 
br<a>ses  and  cuts 
riKcDV  Jhe  leever 
remciDV  Jhe  slud3 
imprc^vd  performans 
{tKfl>s  Jhe  geer 
loosen  Jhe  lugs 

braek  fl<fl>ld 


Jhe  sound  ov 
Jhe  cca>nr?  system 
t<tt>ir<fl)m  helper 
cr«wd  cfll 
gl<iD  pot 
bl<o)  pant 
scrco>s  and  bcel  ts 

(h(fl)  yc^r  f<fl)d 


i/t/a  022 


a . s . a . - "e 
sum  t®r 


4.) 


5) 


anc  d"  ipffuer  tr®r 
cars  hav  f runt"'« 
■kjffe  s t i 


4-"  i / t/  a 


cenly. 


1)  Jfte  clutcfi  acts  Itek  a 


■4*  j 
V.  I 


fc'xy- 


s ^4 


2)  she 


transmijhon  ov  a car  i s a 
up  frunt. 


ir 


ii  n r 


3 ) moss  t 


Jhe  transmijhon  has  tco 


repserti 

b e caus 

a ) 3lie 

cor  h 

Jfian 

K n n 

St#  w ^ »«/ 

b)  Jhe 

baer  f § 

a 

n. 


ni  driven  raor 


c) 


or 

or  worn  cut 
reer  axl  is 

pouer  for  Jhe  reer 
Ae 
ifie 


itrs  or  brcBken 


geers . 

g*rs  allou  wun  itel  t&5 
turn  faster  Jlmn  Ae  uitier. 


Jhe 


corner, 


fes  geers  allot 


faster 


back i § 


mijhon  ssv  Jtie  driever  Jhe  job  ov  (tjsnj 


gar  in  forward  speeds; 


ifer  transmijhon  wurk  Is 
faes  hammer,  or  a soft 


on  ihe  c»s~ 


- 


iM 


I 


V 


^^npoiiar  de vel 

I K 


meni . trmn i g program 
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n 


1/ t/a 


a 


pcuer  tr^n  ix  a seer  is  ov  port 


rr 


r from  Jfjs  j|.r.a i.Mta f t 


Ae  sn  j I n tcc  ihe  ra-r  itels 


IT*  ^ 


Q 


w P V% 


laek  up  ihe 


r,  I 


order:  Jhe  clu 


t 


Jhe  driev  jhaft, 
Jhe  rer  axl. 


1 { Tterenfhi  i 


^ 
s ^ 


V 


.a 


i s the  port 


enj  I n 

iek  a draubri 
3 Jh  i f t gerrr  s 


at  connec 

e Glut 


>^iS 


cs 


m 

r connect ii 


pec 


connect i I rtie  c'ragk/haft 
mijhon. 


r travels  f r 


C X 


Jhe  tr 


ijnon  IS 


c-  contaens 


«wA 


snt  Si 


'*W  ^ 0. 
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fcr  or  suiTi  cars 
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es 


f 


o 
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brcuklyn  adult  trsnl 


.s.a.“"e  and  d" 


blackbord  frisses  toj  introaues: 


a 


"id? 


disconnect  Jhe  cragkjhaft 

V,  'If  * ^ ^ 

s ov  different  sfeses 


releeses  Ae  clut{ii 

/ 

from  Jhe  clutcji  tu?  As 
(hoas:  Jhe  riet  geer 


geer 


revers 


C! 


for  back i q 


a soft  steel  drift 


cas 


snd  parts 


i n 


f runt 


Jhe  balans  ov 


Jhe  d i f f erenjhi  al  gee-rs 


manpouer  development  trjenig  prcegram 
brcoklyn  adult  trsenig  senter 

a.s.a.-*’e  and  d”  teerher’s  aied  i/t/a 

introductory  blackbord  trasses  for: 

hceldii^  thills  tcaaeiher  - 

a parti  cuelar  fasener  is 

bee  familiar  wiA  Jtie  faseners 

in  repaerig  or  replssig  parts 

mask  desisons  about  tools 

ihe  moest  common  tieps  ov  faseners 

bcElts  and  scrcajs  ar  similar 

bQejh  ends  ar  |hreded 

rtie  expcBsd  end 

accord  ii§  tco  ter  lei§t!i 

meguer  Jhe  pitch  ov  fireds 

fillips-hed  scroo 

caas  damsj  too  Ae  f i n i jh 


a.s.a.-"e  and  d”  tee(iier's  gied  -2-  i/t/a 

blackbord  sentenses:  (fasenig  devieses) 

1)  mcBst  stsjhonx  stop  faseners  in 
cabinets  v/iih  meny  smaull  drauers  i«lii(|i 
or  Iffibelld  wiJti  3iie  nam  ov  ihe  fasener 
found  insied. 

2)  ter  or  meny  varieetis  ov  baits, 
scroos,  pins  and  rivets. 

3)  baits  and  scroos  or  usgueally  markt 
accord ig  ta  ter  legth,  jhasp  ov  bed, 
dieameter,  and  itie  number  ov  ttireds 
per  in(fi. 

4)  3tie  p i tcfi  is  the  distans  from  wun 
ttired  ta  anuJher. 

5)  in  addijhon  ta  3he  familiar  strst 
slot  scrcco,  Ihe  fillips-hed  scroo, 
and  ihe  alien- tiep  scroo  or  often 
U8sd  in  automat iv  wurk. 


4 


manpouer  developmeni  trsenig  program 
brcoklyn  adult  trasnig  senter 

a.Soa.-"e  and.  d”  i/t/a 

■hosl din  til i p s tmq Ritii^ p - fasenig  devfsses 

Jhor  ar  meny  different  devieses  uesd 

for  fasenig  different  parts  tcogeiher  in 

ihe  modern  automobeel.  yMe  a particuslar 

fasener  is  (tKBsen  for  a sertsn  job  can 

depend  on  meny  itiigs:--  the  mateerials  it 

is  hceldig  tcogeJher;  its  posijlion  in  fne 

y-  -V 

car;  tiiheiher  it  will  ever  hav  tco  bee 
taken  out  or  (tisnjd;  wJieiher  or  not  it  will 
jfioe;  and  the  kiends  ov  tciols  ussd  in  i n- 
staullig  Jtie  fasener. 

it  is  important  for  enywun  wurkig 
in  a servis  stafnon  too  bee  familiar  wiJh 
fne  faseners  and  fer  usses.  most  stajlions 
stor  faseners  in  cabinets  wiJii  meny 
smaull  drauers  iii(fi  ar  labelld  wiJti  Jhe  nasm 
ov  Jhe  fasener  fasnd  insfed. 


mmmm 


a.s.a.-”e  and  d”(fasenig  devieses  )-2- i/t/a 
in  repsrig  or  replaestEj  ports  in  a 
car,  it  is  often  nesessary  tco  braek  ihe 
bcelt  or  rivet  Jhat  is  hffildig  a port  in 
pl®s.  Jhis  is  port  i cuslarly  tras  in 
oslder  cors  iter  ihe  ports  hav  had  a grset 
deel  ov  wasr . it  is  aulwsss  a gcod  iedeea  for 
an  attendant  tco  task  a gcod  leak  at  3tie  port 
hee  is  servisig  befor  beginnig  eny  wurk. 
Jbis  Will  enffibl  him  tco  see  ,liot  Ae  trubl 
is,  and  let  him  get  a gcod  leak  at  heu  Jhe 

part  is  plsst,  and  see  yijot  kiends  ov 

/ 

faseners  or  ussd;  msk  desigons  about  aihot 
tcols  and  parts  hee  will  need  tco  doo  Jhe 

job;  and  desied  vAot  his  plan  ov  wurk 
will  bee. 

^iie  mcBst  common  tieps  ov  fasteners  or 
bcBlts,  scrcas,  pins  and  rivets,  ter  or 
meny  varfeetis  in  eech  groop. 


a.s.a.-"e  and  d^Cfasenig  devieses )-3- i/t/4 

boelts  and  scroas  ar  similar  in  ifiat 
Jhse  bosiii  hav  beds  and  |fireded  parts,  a 
bcElt  ue3U3ally  extends  beyond  ihe  materials 
It  is  hceldiig  tcogeJher  and  needs  a nut  on 
Jtie  expcEsd  end  ov  Jhe  bcelt  te  f inijh  Jhe 
job. 

^ .§.t„y,d.  is  a spejhial  tiep  ov  bcslt 
tAi(f]  has  nos  hed.  it  is  often  faund  in 
enjin  sylinders.  bce|ii  ends  ov  Jhe  stud 
ar  ihreded.  wun  end  is  scrtad  inte  Jhe 
sylinder , anuJher  part  is  plsst  on  Jhe 
stud,  and  Jhen  a nut  is  plsst  on  Jhe 
expoEsd  end  ov  Jhe  stud  and  tie  tend,  in 
Jhis  w$  aiill  Jhe  parts  ar  held  tcogeJher. 

izfislts  and  _§.c roos  ar  uesueally  markt 
accord ig  tco  Jhar  legih,  /hsp  ov  hed, 

diearaeter , and  Jhe  number  ov  threds  per 
i n(1i. 


: a.s.a.-”e  and  d"(fasenig  devieses)-4-iA/a 
a spejhial  tiep  ov  gasj  Is  uesd  tea  mesuer  ihe 
B-Ltd]  ov  ihreds.  Ae  pit(fi  is  ihe  distans 
from  wun  |1ired  tea  anuAer. 

mosst  bcelts  hav  hexagonal  or  six- 
sieded  heds.  Jhas  ar  ussueally  caulld  ”hex- 
hed"  boelts.  majheen  screas  hav  heds  3fiat 
cum  in  meny  jliasps  and  ar  instaulld  wiJh  a 
scrcodriever.  in  addijhon  tea  Jhe  familiar 
straet  slot  scroa,  Jfie  fillips-hed  serm. 

^od  Jhe  alien  tiep  scrca)  (sat  scrcaj),  ar 
often  iffisd  in  automotive  wurk.  jhees 
rekwier  spejhial  scroadrievers  and  or  uesd 
; becaus  Jhsr  i nstallaejhon  is  less  liekly  tea 
I caus  damasj  tea  Jhe  finijh  ov  Jhe  car. 

t 

i 

wun  spejhial  tiep  ov  scroa  is  ncen  as 
: a jheet  metal  scroa  or  a self-tappin  sn'rm. 
it  has  a taeperd  point  and  will  cut  its 


P 
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cen  ihreds  as  it  is  scroad  intco  Jhe  jhett 
metal . 
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a.s.a.“"e  and  d”(fasenig  devieses )-5- i/t/a 
tes  scrcas  ar  uesd  tco  hteld  /heet  metal  parts 
tccgeJtier.  a heel  is  first  pundit  or  dr i lid 
into)  Jtie  jfieet  metal,  and  Jhen  3fie  scroo  is 
turnd  i ntco  Jhe  heel . 

a rivet  is  a met.il  pin  wiJh  a hed  on 
wun  end.  it  aulsce  hcelds  tco  parts  twgeifier. 
after  ihe  rivet  is  passt  jtiraa  Jhe  heels  in 
ihe  parts  too  bee  jciind,  Jtie  stmull  end  ov  3tie 
rivet  is  flattend  intco  a hed  bie  meens  ov 
a rivet- set,  or  Jtie  peen  end  ov  a baull-pen 
hammer . 

in  addijhon  tco  hceldig  peeses  ov  metal 
tcogeitier,  rivets  or  aulsce  uesd  for  faseni§ 
brssk  lienigs  tco  br$k  jkais. 


a.s.a.-”e  and  d"(fasenii3  devieses )-6- i/t/a 

kwest i ons 

1)  in  moBst  staejhons:,  faseners  or  stord 

in in  cabinets. 

2)  sumtiems:  it  is  nesessary  too  brsek  Jhe 
bo3lt  or  rivet,  part  i cuslarly  in: 

a)  (beeper  model  cars 

b)  sports  cars 

c)  oelder  cars 

3)  a stud  has  a larj  hed. 

trcso  or  faiils? 

4)  bcelts  and  scrcas  or  uasueally  markt 
accordig  tw: 

a) 

b ) 

c) 

5)  a self-tappig  scrca  is  nosn  as  a 

scna. 
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I arggwae j .lesson:  §senX2_dev^ 


pcojh  and  pcoll 
lift  Jhe  hcod 
crcoked  lien 
worn  boojhiras 
seet  coojhon 


J}§-Sgjnd_oy_~w~ 

fcot  braeks 
po)l  I y system 
Jhci)gar~c(Bted 
hook  and  ladder 
weed  flnijh 


^ ^ • M§S!sb5rd_sen tensexj, 

1.  Jhe  mecanic  rep  l ast  Jhe  worn  boojhir^x  In  Jhe  mcetor* 

2.  dueal-contral  Id  autax  hav  dubi  foot  braks* 

3.  sumtiemx  a seet  coojhon  helps  giv  a driever  a better 
VLB  ov  iie  rcBd. 

4.  leek  IQ  gas  stand  iie  wood  flnijh  ov  ie  stajhon 
wagon, 

5.  a pally  system  wox  uexd  ta  lift  small  I t<a)\i  ta  Jhe 
second  flor  tolrLxom. 


manpouer  developmen±  traenig  prcegram 
brcoklyn  adult  trasnig  senter 

a.s.a.-”e  and  d”  teedier*s  oted  i/t/a 

m t0  ^ f» 

mif  B ^ ^ 

introductory  blackbord  fr®ses  for: 

■Stepp  i a on  ihe  braeks 
gctsd  brskig  ac/hon 
hiedraulic  prejhjer 
forses  3fie  br®k  flooid 
pistons  in  :Jhe  itel  sylinders 
anxjunt  ov  prejhier  applied 
tEver  a peer  iod  ov  tiem 
set  rtie  braeks  fcolly 
improper  luebric^fnon 
maekig  braek  adjustments 
duerig  :iiiis  inspec/hon 
Ihe  braek  flcoid  level 
3he  manusfactuerer • s spesified  level 
manueal  bleed  ig  mefiod 
pre/hier  tagk  mejhod 
cleend  satisfactorily 


a.s.a,“”e  and  d”  teerher * s aied  i/t/a-2- 

blackbord  sentensesi  (steppiig  on  br®ks) 

1)  Stepp  i§  on  ihe  brask  pedal  fo'rses 
flcaid  out  ov  3tie  master  sylinder, 

Ihroo  the  tebig,  or  brask  liens,  and 
intco  itie  itel  sylinders. 

2)  eedi  tiem  the  brsks  or  applfed,  a stnaull 
amount  ov  brsek  lienig  is  worn  aw®. 

3)  the  first  step  in  (heckig,  or  mskig 
br®k  adjustments,  is  tco  remciov  wun 
ov  the  frunt  wtels  and  inspect  the 
br®k  lienig* 

4)  from  tiem  tco  tiem  yoo  get  a "spun Jy” 
feel  lilien  the  brsek  pedal  is  pcojht  doun. 

5)  "bleed  fia”  a pr osess  uesd  too  rem&iv 


irem  me  hiedraulic  system. 


manpouer  development  trsniig  prcegram 
brmklyn  adult  trsnig  senter 

a.s.a.-'*e  and  d"  i/t/a 

steppia  on  ihe  brsks 

wilh  goid  brasks  and  a drie  reed  it 

taeks  aulmcBst  Ae  leiglii  ov  a footbaull  feeld 

tco  stop  a car  mcovig  70  miels  per  hour. 

eeven  at  sloeer  speeds,  rile  need  for  good 

braekig  acjhon  jhcad  bee  a msjor  consern  ov 

boe^  ihe  (^riever  and  riie  man  hco  servises 

rile  car. 

erly  automobeels  had  braeks  cenly  on 
rile  reer  itels.  cars  teadas  hav  brasks  on 
auill  for  litels. 

mcEst  braks  tcods  operat  bie  hiedraulic 
prejhier.  riie  hiedraulic  brskig  system 
consists  ov  a master  sylinder  and  brak 
pedal,  wun  or  tea  ifel  sylinders  at  ee(|i 
Wiieel,  tuebig  yii(ti  connects  riie  master 
sylinder  tco  riie  v&el  sylinders, 


a.s.a.-”e  and  d"(steppii3  brsks )-2- i/t/a 


Jhe  brsk  /has,  3lie  breek  drums,  and  Jiie 
hiedraulic  brsek  fltaid. 


Stepp  ig  on  Jhe  brask  pedal  forses 
bra;k  flcsoid  out  ov  Jhe  master  sylinder, 
^rcfl  Jhe  tusb  i I or  brask  liens,  and  intoo 
Jhe  vtel  sylinders.  (hiedraulic  brsks  can 


bee  compaerd  too  a rubber  gluv  Jhat  is  filld 

“■  ’ «r  » 

wiJh  waiitor.  lAen  it  is  skweesd,  an  eekwal 
prejhjer  is  sent  tcc  aull  Jhe  figgers.  when 
Jhe  brsk  pedal  is  pcojht  doun,  eekwal  prejhier 


is  sent  trc  anil  parts  pv  Jhe  braek  system. 

pistons  in  Jhe  wheel  sylinders  fors 
Jhe  brask  jfcis  outward  agaenst  Jhe  braek 
drums,  Jhe  fricjhon  between  Jhe  braek  /hoo 
lien  i g and  Jhe  brask  drums  caiuses  Jhe  car 
tco  slcE  dcun  or  stop,  depend ig  on  Jhe 
amount  ov  prejitier  applied. 


d.  • S « 3. 


.-"e  and  d'*(steppii3  b'rsBks)-3- i/t/a 

pouer  brasks  ues  pouer  from  3iie  enjin  tco 
fors  ifie  flcfflid  tm  3he  sylinders  vten  3he 
driever  presses  ifie  brsk  pedal,  pouer 
brasks  m®k  stoppig  jhe  cor  mu(ii  eesier  and 
rekwier  less  feet  prejhuer. 
fpgkig  brak  ad  iustment 

eedi  tfem  3he  brasks  or  applied,  a smaull 
amoun I:  ov  Jhe  brask  lienig  is  worn  aws. 
never  a peer  I od  ov  tiem  Jhis  normal  war 
creeajts  a lorj  spas  between  Jhe  brsk  lienig 
and  Jhe  brask  drum,  Jhis  lorj  spss  meens 
Jhat  Jhe  brask  pedal  must  bee  pcojlit  doun 
furJher  tee  get  Jhe  riet  pre/hue.',  jenerally, 
if  Jhe  driever  has  too  pcoih  Jhe  brsk  pedal 
mor  Jhan  haf-was  toj  Jhe  flor  ov  Jhe  cor, 
hee  can  tell  Jhat  fnis  spss  is  too  lorj. 

Jhe  brsk  pedal  jkod  never  bee  "pumpt”  tea 
set  Jhe  brasks  fcolly. 


•»r 

' J > 

a.s.a.-"e  and  d”(steppii3  bra3ks)-4- i/tA 
Stepp  iia  on  3he  braks 

itie  first  step  in  (tieckig  or  makig 
brsk  adjustments,  is  too  remctov  wun  ov 
Jhe  front  itels  and  inspect  itie  brask  lienig. 
if  Itie  lienig  is  worn,  liie  break  jhaos  fhcod  bee 
replffist.  car  must  bee  tasken  duerig  this 
inspacjJion  too  avoid  gettig  dirt,  grees  or 
oil  on  fne  lienigs.  the  amount  ov  Ifenig  wasr 
found  on  this  wun  itel  is  a good  indicsejlion 
ov  Jfie  amount  ov  war  on  ihe  jjAer  tfiree  itels. 
if  fne  Ifenig  ijiickness  on  the  first  itel  is 
cUill  riet,  !he  uther  s«teels  will  not  hav  too 
bee  remoovd  for  inspec/hon. 

sumtfems  3tie  brask  /Iioos  need  too  bee 
adjusted,  a star  .tel  adjust ig  scroo  is 
U3sd  toe  mofiv  .the  jhca  clceser  too  the  brsk  drum. 
ee(jt  tel  m®  bee  jackt  up  separstly  or  aull 
for  ms  bee  rssd  off  the  flor  too  msk  this 
adjustment. 


f 


a.s.a.“''e  and  d”(steppig  b’raks)-5- i/t/a 

Jhe  next  step  is  too  C'leck  3tie  braek 
f Ictai  d level  in  The  master  sylinder  and 
add  flcaid,  if  nesessary,  too  Jhe  manue- 
factuerer's  spesified  level. 

from  tiem  too  tiem,  yoo  get  a "spunjy" 
feel  /Aen  Jhe  breek  pedal  is  pcojht  doun.  Jhis 
is  due  tco  ®r  in  Jhe  breek  system,  eer  can 
enter  Jhe  system  v^en  Jhe  floaid  level  in 
Jhe  master  sylinder  becums  log,  or  «ftenever 
eny  part  ov  Jhe  system  is  tajken  apart, 
or  ijiroa  leeks  in  Jhe  system. 

bleed i ^ * is  a prosess  ussd  too  remciov 
asr  from  ihe  hiedraulic  system.  ;this  can 
bee  dun  bfe  eeJher  Jhe  manueal  bleed  i q me|tiod. 
or  Jhe  MlMye{i_taak  melhod.  ,ten  uesig  eeJher 
method,  car  must  bee  taken  tco  avoid  gettig 
dirt  and  grees  intco  Jlie  system. 


\ 


a . s 


u « 


f9 


e and  d”(sTBppii3 


i /t/4 
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uJher  trubls,  su(ji  as  uneeven  or  grabbig 
brsko,  mae  bee  causd  bie  grees  and  oil  on  Jtie 
lienigs  due  ttc  improper  luebr  i ceejlion,  worn 
grees  seels,  or  cserless  handlig  ov  brsk 
lienigs.  a leekig  itel  sylinder  v/ill  aulsoe 

• - » •»  <r 

caus  grabbig  brasks  viften  tiie  braek  floaid 

« 

gets  on  Jhe  lienigs.  Ifenigs  scekt  with 
greec,  ud,  or  breek  fleoid,  must  bee  re- 
plasst,  sins  Jfiae  cannot  bee  cleend  satis- 
f actor i ly . 

the  br«kig  system  Jhcod  bee  (jieckt 
peer  i od  i cally  for  wsr,  leeks,  and  ssf 
brffikig  acjhon..  repsrig  brsk  trubls 
kwi  ckly  wi  11  g i v everywun  rtie  i njhuerans 


ov  seef  drievig. 
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a.s.a.-”e  and  d’"(steppii3  brsks)- 7- i/t/ 

■k.w_e,st  i ons 

1)  moBst  brffiks  tojdae  operast  bie 

'M- 

2)  ihe  brask  flooid  is  in  Jhe 

3)  the  oar  is  stoppt  becaus  ov: 

a)  Jhe  fricjhon  between  Jhe  braak  peda 
and  Jhe  master  sylinder 

b)  Jhe  fricjhon  between  Jhe  pouer  brak 
and  Jhe  stels 

c)  Jhe  fricjhon  between  Jhe  brssk  jhca 
lien  i 9 and  Jhe  break  drums. 

4)  hiedraiilic  breaks  maa  bee  compaerd  tco: 

a)  a rubber  jhcio 

b)  a prejhier  meeter 
•c)  a rubber  gluv 

5)  pistons  in  Jtie  tel  sylinders  fors  Ji 
brsk  jhios  outward  agaenst  Jhe  braak  dri 

tree  or  fauls? 


m£inpa’jer(*)evelopment  tr^nlr?  prq["'jram 
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ISi23WSJ-i§§S2D  • s tefi£X|d_on_lie_  b r$ks 

L blackbord  fr$ses:  prefix  - man  -(hand) 

maruieal  labor  wlJhcwt  majheens 

rnaniBal  operajhon 
carfco!  manipuelajhon 
manuescr  i pt 

prefix  - auto  - (self) 

automatic  - automajhon 
automobeel 

auto  - sugjestlon 

autograf 

autoblecgrafy 

autonomy 

autopsy 

autotlep  - a prosess  ov  permanent  fcetografic 

printiri  reprodueses  works  ov  art 


In  monocrcem* 


manpoid. cfeve I opment  trssnir^  {A^gram 
a*s«a«  ^*6  ancf  c[**  i/t/a  ^2u 

l3?§!II^]:!rlS--§ssfenrnen  ste2p||3_on_|ie_br|eks 

naem ass daet teeijier 

I.  a Job  iiat  Is  dun  vdJhout  Jhe  help  ov  majheens  Is 

caul  Id  a operagjhon. 

2*  iie  opposH  ov  manueai  contrcel  Is 

contrcel. 

3.  anuiier  nasm  for  slgnatusr  Is  

4.  a nsjhon  iiat  Is  Independent  or  self-guvernir? 
Is  an 

«M  Ml^  MMW  0MM  MU*  MM*  MMM 

t 

5.  lie  act  ov  moeldir?  or  ^Ihasplra  an  object  ble  hand 

s caul  Id- 

6.  experts  feer  iiat  meny  workers  will  I(q)s  Jobs 
becaus  ov  . 


manpouer  ci Jvelopnien.t 
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a.s.a.-**e  and  d”  i/t/a 

tecfher’s  aied 

blackbord  fraeses  tco  introdues; 

stoppiq  distanses 
modern  passenjer  cars 
a kv/olified  driever 
a tremendus  effect 
Jiie  rcfid  adheeaon 
the  operatig  effijhiensy 

0 

maximum  stoppig  acjhon 
direcjhonal  controsl 
a considerabl  amount  ov  tiem 
3tie  reacjhon  tiem 
applie  Jhe  brake 
exsept  for  emerjensis 
varius  roed  condijhons 


ram 
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a.s.a,-”e  a )d  d"  (t.g.)  i/*:/®-  25 

stoppitj  distanses 

blackbord  sentenses: 

1.  exsept  for  grset  emerjensis,  ihe  good 
driever  br«eks  wiJtout  sited  i 15  his  vtels. 

2.  wun  ov  Ihe  mcEst  important  paints  tea 
remember  is  liie  tremendus  vsriffijhon 
in  stoppig  distanses. 

3.  peer  brsek  adjustment  loeers  ihe  oper- 
aetig  effijhiensy  ov  ihe  braks. 

4.  ihe  stoppig  distans  speed  ma  bee  ^irteen 

* 

tiems  as  log  on  an  iesy  reed  as  jnder 
gcod  reed  condijhons. 

5.  as  car  speed  increeses,  itie  reed  adheeson 
is  less. 


f 
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manpoaer  development  trasniig  proegram  - 
a.s.a.-”e  and  d"  i/t/a  (25  ) 

sA.  ojip J_B,„  d i S t a n s e s . 

a (hart  has  been  prepeerd  jtes  stoppig 
distances  for  modern  passenjer  cars  under 
different  kiends  ov  reed  condijhons.  Jtie 
(tiqrt  jfxBs  minimum  stoppig  distanses  for 
skilld  operators  under  iedeeal  test  con- 
dijhons, averaj  stoppig  distanses  vAi(ii  m® 
bee  obtsnd  bie  averaj  drievers  ov  cars  in 
geed  condijhons  on  normal,  drie,  psvd  reeds, 
and  stoppig  distanses  under  winter  con- 
dijhons on  packt  sna  or  drie  ies. 

wiih  geed  braks  and  a kwolified  driever, 
ihe  distans  rekwierd  tec  stop  a mcetor  veehicl 
depends  on  three  factors:-  1.  speed,  2.  jhe 
natuer  ov  Jhe  reed  surfas  and  3.  Jhe  condijhon 
ov  Jhe  tiers. 


.a.s.a.-'"e  and  d*’  i/t/a  \'25  ) 


Stopp  iia  d i stanses 

Jhe  effect  ov  reed  condijhons  on  stoppiij 
is  very  grast.  Jhe  stoppig  distans  speed 

^ V..# 

mae  bee  thirteen  tfems  as  log  on  an  iesy  roed 
as  under  good  condijhons.  car  speed  auls© 
has  a tremendus  effect  on  stoppig  dis- 
tans. Jhe  brsBkig  distans  from  40  miels 
per  our  is  aulmcest  fiev  tiems  greeter  Jhan 
Jhat  from  20  mfels  per  our.  tnoresver,  as 
car  speed  increeses,  Jhe  rted  adheeson  is 
less,  and  Jhe  stoppig  distans  logger. 

tier  condijhon  is  ov  grst  . i mportans . 
on  wet  rods,  badly  worn  or  "bauld"  tiers 
ar  not  as  s®f  as  tiers  wiJh  gcod  treds, 
worn  brsk  lienigs  or  poor  brsk  ad- 
justment Iceers  Jhe  operstig  effijhiensy 
ov  Jhe  brajks,  m$kig  it  impossibl  tco  get 
maximum  stoppig  acjhon  between  Jhe  tiers 
and  Jhe  roed. 


a.s.a.-”e  and  d”  i/t/a  (2d  ) 

stoppiia  distanses 

in  practis,  jhortest  stoppig  distanses 
ar  obtand  mlhen  fne  tiers  or  slfedig,  but 
direcjhonal  contrcel  is  lost  complKtly. 
exsept  for  grat  emerjensis,  jtie  good 
driever  braks  without  sited  ig  his  itels, 
brigig  the  car  tcc  a stop  under  direc- 
jhonal controsl. 

anuJher  important  paint  tco  remember 
is  ttiat  the  total  stoppig  distans  is  not 
csnly  that  distans  cever  ^i(h  the  braks  ar 
applied,  but  the  extra  distans  traveld, 
incloadig  the  reacjhon  tfem  ov  the  driever. 
a considerabl  amaint  ov  tfem  is  rekwferd 
too  rncBtv  the  fcot  tco  the  brak  pedal  and  applte 
the  braks.  for  the  averaj  driever  this  tfem 
is  about  jtiree  kwaurters  ov  a second--  tfem 
enuf  for  the  car  to  travel  a considerabl 
d i stans . 
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■Sloppiq  distanses 
wun  ov  ihe  mcest  important  pants  tco 
remember  is  jlie  tremendus  vasrisejhon  in 
stoppi!§  distanses  wiJh  speed  and  under 
vsrius  reed  cond  ijhons , 

iviien  drievig  a car  in  traffic,  or  at 
hie  speed  on  ihe  oepen  reed,  dta  not  tak  for 
granted  Jtiat  a stop  can  bee  mad  on  a diem. 
3t)ffir  ms  bee  meny  factors  wurkig  aganst  ysa. 
■8  factors  Wjiijii  affect  stoaoig 


1. 

speed 

2. 

driever  skill 

and  alertness 

3. 

condijhon  ov  braks 

4«  * 

surfss  ov  bra 

ks 

lee  vs , mud  or 

d i rt  on  die  rtsd 

6 • 

tier  condijhon- 

“ tred  war 

7. 

reacjhon  tiem 

* 

8, 

(iians  on  ies  or 

sncE 

i 

iiliiliM  Mii 
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a.s.a.-**e  and  d"  i/t/a  (25  ) - . 

M-Opgjia  distansfi^ 
k we  s t i 0 n X 

1.  the  condijhon  ov  3fie  red  is  ov  littl 
importans  in  stoppisj  a car. 

trciD  or  fauls? 

2.  a gcod  driever  brsiks  wiJficut  sliedig  his 
itel s,  and  stops  ihe  car  under 

* 1 1 M.  ■ rrriTffl 

^ ^ 0 

-3 • "for  !!iie  aversBi  driever,  it  tsks 

tco  moov  Ae  foot  tco  The  braek 

pedal . 

a)  about  fiev  mi  nits 

b)  about  tnree  kwaurters  ov  a second. 

c)  about  wun  second. 

4.  stoppig  distanses  never  Vesry. 

trcfi)  or  fauls? 

5.  Jhe  tiem  it  tasks  for  Jhe  driever  tco 

applie  Jtie  brsks  is  caulld  jhe  

tiem. 


manpoaer^ 'oevelop.Tien.t  prcegran? 

a.s.a.-"e  and  d”  i/t/a  (25  ) 

laiaawaB  i lesson  for  stoppita  distajiafij;. 
1.  blackbord  frajses:  Jhe  sound  ov  3 

autts  coll  13 on 

♦ . 

reed  adheeson 

presi3on  instreaments 

fus3on  ov  parts 

loss  ov  vison 

expeesuer  tco  weJher 

plesuer  trip 

sssfty  mesuers 

fienal  desi3on 

metal  corrcBSon 

drau  a cpncluson 

job  revison 

coslor  televison 

leesusr  tiem 

mesuer  3tie  ail 
unu33iieal  condijhons 
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i/t/a  (25  ) 


a.s.a.-"e  and  d" 

laqawffii  lesson  for  stoppi distanse^ 

11.  blackbord  sentenses: 

1.  3tie  tee  truck  brant  i n Jhe  tea  cars  vifiich 
had  been  in  an  autoe  colli  son. 

2.  gcod  tiers  will  provied  geed  roed  adheegon 
and  help  prevent  skiddig. 

3.  weldig  and  soderig  ar  meihods  ov  pro- 
^3sig  fueson  ov  parts  Aat  ar  maad  ov 
■netal. 

4.  a larj  selecjhon  ov  roed  maps  is  kept 
on  itie  rack  for  summer  plesuar  trips. 

5.  proper  greesig  and  oilig  will  help 
prevent  correejon  ov  metal  parts. 
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manpcuer  u’eveiopment  trgsnQ  proegrani 
i/t/a  a.s.a.-**e  and  d*’  (25  ) 

hoemwurk  assienment:  stoppig  distanses 
nffim grcap dait  teerhe  r, 

1.  a cleen  dip  stick  is  uesd  tea  

i n Ihfi!  crag kess . 

2.  modern  testig  ekwipment  and  

mak  it  eesier  for  Jhe  mecanic 

tco  fiend  mecanical  trubls. 

3.  actes  travel  has  increest  sins  peepl 
wurk  fueer  curs  and  hav  mor 


4.  sfflfty  mejusrs  must  bee  t©ken  tea  protect 

jtie  ies  and  tco  prevent  

lifcl  on  jiie  job. 

5.  an  autce  servis  attendant  must  dress 

properly  scs  rtiat  hee  can  t©k  
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manpouer  development  tranlra  prcegram 
a.s,a.-”e  and  d”  iMsrls^cjfed 
iDiroducton^_bJ_ackbor^  for:  poll<Q)Jhon 

<MM»  (t0^  mm  naming  0..M  4mm* 


smc6k  anci  fog 
a seerlus  problem 
a seveer  caes 
weiieT'-trap 
bretJh  dirty  aer 
t(o)  poundx  ov  poison 
cars  and  uiier  veehicis 
protect  our  he Ijii 


Jhe  smog  capital 
ajigry  sitizens 
Jhe  federal  government 
33r  kwo  1 1 ty  act 
Icecal  auljiorltls 
control  Jhe  fuems 
stroi9  me3iiers 
stop  burnira  trajh 


^I§5l<jbord_sei3tensesj, 

I*  weJher-traps  prevent  jhe  pcrisons  In  Jhe  aer  from 
bloeiri 

2.  I os  anjeles  li.  a go)d  egsampl  ov  a sity  Jhat 
fiets  sr  poll(a)Jhon. 

3.  Jhe  president  has  askt  cor?gress  tco  pass  a stror§ 
antl-pol  lcQ)Jbon  iau. 

4.  I ns  ted  ov  burn  I q trajh,  wee  jlicod  ues  trajh  for  land 
fill* 

5*  wee-  need  tco  t$k  strofi  me3uers  tjo  con  tree  I aer 
po  I l(Q)Jnon. 


manpoier  development  traenlf^  prosgrara 
a*s,a.-*’e  and  d*‘ 

aer  po  I l<6>Jhon 

smog  Is  a wurd  masd  up  bfe  Jie  peep  I In  lunc;: 
Ir^gland.  Jhe  vi/urd  Is  a comblnajhon  ov  jhe  to  wurds, 
5Q)§ll  fog_.  smmk  and  fog  tcogeJher  giv  us  smog^  c*' 

dirty  aer,  In  Jhe  uenleted  st»ts  dirty  aer  Is  uesueally 
caji  Id  aer  pol  tojhon. 

nee  matter  vliot  yco)  caul  I It,  dirty  aer  Is  daenjerus* 
ills  Is  aulredy  a very  seerlus  problem  In  meny  tains  an: 
s 1 1 1 s • 

twenty  yeers  agoe,  a tain.  In  Pennsylvania  had  surh 
a seveer  css  ov  smog,  Jhat  meny  peep!  In  Jbe  ton  becaem 
sick,  twenty  peep!  died. 

whot  msks  po!  toted  or  dirty  asr?  furnsses, 
factor  Is,  trajh-burnli^,  automobeels,  trucks,  and  buses 
ar  smo5k  maekers.  jhae  send  dirt  up  Into  jhe  ar.  on 
moBst  das  iie  winds  carry  enuf  dirt  awa  sa  Jhat  peep  I 
d<c)  not  becum  sick,  heuever,  on  sum  das,  iiar  ar 
”weJher- traps. **  iien  Jhe  dirty  ar  Is  not  blan  awa. 
it  Stas  ijihar  peep!  hav  to  breeJh  It. 

a sity  llek  m york  pats  to  pounds  ov  poison  Into^ 
Jhe  ar  for  ^(h  person  ec-(t  da.  nie  york  had  a scar  arourc 
ftiarsksglviii  tiem  In  1966.  a weJher  trap  kept  ail!  Jhat 
poiison  from  btolr^  awa.  na  wun  nas  when  su(h  a tloin  ma 
cum  agan. 
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m.  d.  t.  p. 

a.s.a.-«e  and  d'"  ..sr^fiSli^llSn^  cont’d.  t/t/$.m 
I os  anjeles  has:  ten  caul  Id  iie  *’smog  capital”  ov 
Jhe  wurld*  lio  asr  becaern  see  bad  iiaer  i'lat  ai^gry  sftizens 
sed  Jhat  surnthif^  had  to)  bee  dun#  Jhse  hav  be£n  fletirj  smo-:} 
for  a lorg  tfem  and  hav  dun  a lot  tco  stop  aer  poll<b)Jhon# 

I os  anjeles  is  nou  a gcod  egsampl  for  uJher  sitls  wfjh 
dl rty  aer. 

ail  I ov  us  need  tco  breeJh  puer  sr  and  drlr|k  puer 
waiter#  jhe  federal  guvernment  has  left  Jhe  cleenlQ 
up  ov  dirty  wajter  tco  Jhe  staets.  jhe  staets  aiils®  tak 
cser  ov  Jhe  waiter « but  air  Is  harder  to)  contrcel. 

corggress  passt  iie  cleen  aer  act  ov  1963.  Jhls 
helpt  ite  fiet,  but  It  wos  not  enuf.  nou  Jhe  president 
has  askt  for  a noe  iau#  hee  askt  coi^gress  to)  pass  Jhe 
ajr  kwo  1 1 ty  act  ov  1967.  If  coi^gress  passes  Jhls  acts 
W€«  can  hffip  for  Jhe  follcglfi  results; 

I.  fndustrls  will  hav  tco  cont’roel  Jhe  amount 
ov  p0lson  a!  leu  to)  gc3  Into)  iie  aer# 

2*  I cecal  author  I tlx  will  con  tree  I jhe  polltt|ion 
ov  ar# 

cars  and  uJier  vcehiclx  will  hav  to>  controsl 
Jhe  fMx  Jh83  mak# 

enforsrnent  ov  Jhie  nue  lai  will  bee  spaded  up# 

5.  mor  studix  will  bee  maed  to)  fiend  out  hou  to 
rediBs  poMo3)Jhon  from  fuelx. 
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m,  d.  t.  p. 

a.s.a.-”e  and  d”  cont^d*  i/t/a  #26 

6.  mor  effort  wH  I bee  mad  tco  understand  and 
contrcBl  aui  1 ktends  ov  pollcs^jhon* 
steentlsis  tell  us  wee  can  hav  cleen  ar*  Jlia  nee 
hou  to)  get  it«  wee  must  wont  Jhem  very  stroll y - strorily 
enuf  tci)  see  Jhat  our  polltijhians  d<iii)  vtot  Is  nesessary. 

wee  will  hav  too  stop  burnlrg  trap,  wee  can  ues  it 
for  land  fill,  wee  ma  hav  tco  stop  uesifi  gasoleen  or  deesel 
ail  tco  run  cars*  wee  miet  usi  electric  cars,  at  leest  In 
sitis.  wee  need  tco  tak  strori  me3uers*  sum  will  bee 
eXpensIv.  but  viliotever  It  costs’ tco  protect  our  hel|ti 
must  bee  spent*  lief  Itself  Is  at  st®k* 

kwestlons 

I*  sorsei  ov  dirty  jsr  art 

a • ^ 

b. 

c. 

2*  nuB  york  sity  had  a seer  I us  smog  scesr* 
a*  duerli-i  lie  summer  drifj  spell 

b.  Itiariksgivf tiems  1966 

c.  crlstmas  tiem,  last  yeer. 

3.  Jhe  smog  capital  csst  tco  ba*  In 

ffj'  * wm  MI»  MNt  UM  P*H.  mm<  .rUt  outm.  -mr*  mo  mm  «m>  «wr  ^ 

wun  anser  tco  xr  poll(tt)Jlion  Is  tco  ues 
5*  I ns  ted  ov  burn  I r|  tra,[h,  wa  can  00s  It  for 
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manpouer  cfevelopment  tragnii^  prosgram 
and  d’*  i/t/a  #26 


lesson  for 
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breeJi  puer  sr 
weiier  traps 
breeiier  cap 
uJher  veehicis 
bail  in  oil 


sr  DO  I lco)Jhon 

MM  Mu»  MM  MM  MO*  vMmVMM  tMM»  4MU» 

|li_ 

i cecal  author!  tis 
plymuth  sedan 
thaiiksgi vlii  tlem 

helt(i  hazard 
oi  I bath 
wier  lafi 


laJh  operator 

M§ii!sbord_sen  tenses^ 

I.  ar  polk^non  Is  considerd  a major  hellji  hazard* 

2*  after  a fue  months  ov  tranirg,  mister  smlfi 
becam  a first  class  laJi  operator* 

3.  Jie  plasterer  pout  Jhe  first  cat  ov  frejh 
plaster  on  tie  wier  la|h. 

4.  weJher  traps  prevent  tie  dirt’  In  tie  ar  from 
beelr^  blcen  awa. 

5.  I meal  aiitfiorltls  need  help  In  solvfr^  lie 
problem  ov  ar  poll<o)|ion. 
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manpdier  development  prcegram 


hosmwurk  asstenment  for®  i/t/a  #26 

n^m c I ass__^d$t_ ^_t,ee(tier 

fl  I l-»in 


1.  mister  wUhers  wos  redy  to  traed  In  his  biieick 

stojhon  v^/agon  for  a me 

2.  It  Is  nesessary  for  peepl  to __ 

ft 

— t(o  prevent  lui?  disees. 


3.  Jhe  federal  guvernment  has  had  tco  help 

to)  contrral  $r  pol!<aJlion. 


4.  befor  plaster  can  bes  applied,  a 

rnus b t)66  sot  up • 

5.  iie  attendant  forgot  to  rep  I as  lie 

on  iie  car* 


i/t/a  #27 


te£(jier's  gled 

M^ckbord  f rases  te  introdussj 


i)e  return 

Dim*  ««nM  »m**  cmw 

history  repeets  Itself 
hl6  sosleety 
baitery-pajerd  cars 
land  speed  record 
hand-f  I n I Iht 
gaso  1 e^n-dr  I yen  car 
hundreds  ov  pounds 


electric  self  “-starter 
mjemaUc  tier 
grater  cumfort 
reijiarj  iie  batter  Is 
refill  .Hie  gas  ta^k 
car  desieners 
(tarj  It  up  I 


sen  tenses  ? 


s . 

3. 

4 * 


bie  1925  .electric  cars  wer  on  Jhe  w$  out,  and 
gas-pcue rd  cars  wer  on  Jhe  wx  in- 
wiJh  niBTiatic  tiers  a car  can  travel  arater 
distanses  in  grater  curnfort. 


ar  poIlQjhon  Is  wun  ov  lie  man  reesons  electric 


cars,  ma  bee 
iie  electric 


cumlia  back« 

car  Is  sleleni  and  dus  not  poll(o>t 


ar« 


5 


lie  problem  wIJi  ,fie 
lie  sles  ov  iie  bait 


electric  car 
ery « 
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rnanpouBr  cl6V6!opment  traenifg  prc09ram 
a,s.a.“*’e  and  d” 

iiae  sse  Jhat  history  repcets  Itself,  and  history  Is 
about  t(o  repeet  iie  Introducjhon  ov  Jhe  electric  car. 

at  wun  tiem  Jhe  electric  car  wos  very  popuslar. 
Ii?gland  began  ueslr?  electric  taXI  cabs  and  buses  In 
Jhe  isso’s.  Jhe  electric  car  wos  Jhe  *Wn‘*  Jhiig  for  hie 
sosleety  In  lundon,  parls,  and  nue  york.  battery- 
poierd  cars  wer  everywhser. 

Jhe  world’s  first  land  speed  record  wos  maed 
ble  a battery  pouerd  car.  ft  traveld  at  an  amc^zlf? 
speed  ov  39  mlels  an  our, 

at  wun  tfcm , cover  so  cumpanls  wer  m^klr^  cars 
In  Jhe  uenleted  stats,  jhe  cars  wer  bllt  bie  hand  and 
finijit  will  as  meny  as  23  costs  ov  varnijh.  ter  wos 
seven  a vxs  for  flouers  on  iie  cjajhbord. 

but  Jhe  electric  car  disappeercf.  Jhe  gas  pouerd 
cars  wee  nog  tcodae  replaest  it,  te? 

Jhsr  ar  meny  reesons.  wun  ov  Jhem  wos  cost,  a 
gcod  electric  car  cost  about  $3,250,  yc^  ccod  bie  a 

go)d  gaso hen  driven  car  ov  Jie  s$m  kwolity  for  about 
$1,700  or  $1,80  0. 

Jhe  batteris  wer  anuJier  problem.  Jhe  batteris 
went  ded  after  50  miels  or  less,  yoo  ccod  not  travel 
far  unless  yea  nue  \iheer  to  get  Jhem  re{harjd  alot?  jhe  wee. 


} 
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m.  a.t.p. 

a.s,a.*-”e  ancf  cf‘»  ..... 

bte  X92  5 , electric  cars  wer  on  Jhe  wse  out,  ancf 
gas  pojercf  cars  wer  on  lie  wao  In.  Jhe  development  ov 
iie  electric  se I f-starter  and  iie  nuematic  tier  aulsos 
helpt  to)  kill  jie  electric  car.  tes  tfers  ment  yca) 
c(od  travel  fariier  In  graster  cumfort  and  cenly  .Jhe  gas 
pouerd  cars  ccod  travel  tes  distanses.  It  tci)k  cenly 
min  its  to)  refill  Jhe  gas  targk.  It  took  ours  to)  re(harj 
iie  batterls  ov  an  electric  car. 

but  nou  iie  electric  car  is  cumlQ  back,  ford 
mcetor  cumpany  expects  tco  produes  electric  cars  bie 
1977  * uiier  cumpanis  ar  wurkirg  on  iie  saem  fedeea.  viliie? 

asr  po I lcQ)jhon  I s wun  ov  iie  maen  reesons.  gasoleen 
mcetors  caus  50  tco  60  persent  ov  aul  I aer  po I Icsojlion.  wun 
expert  ses,  lief  for  man  will  end  wiiiln  IGO  yeers 
unless  sumtjilr^  Is  dun  about  asr  pollGoJhon  nou. 

wee  must  hav  transportasjhon.  but  too  .stop  sr 
pol  l<fl)Jlion  wee  must  cut  dcun  on  gas  enjlns.  hou  can  wee 

hav  transpor t$Jhon  and  ncB  pol  Icsojhon?  iie  ans^.r  mas  bee 
iie  e I ectr I c car. 

iie  electric  car  Is  eester  too  blld  and  run  iian 
Jie  cars  wee  hav  tood$.  it  Is  sfelent  and  dus  not 
pollctot  tie  aer.  It  needs  very  littl  repeer  wurk.  Jhe 
mcotor  will  wurk  for  yeers  wiiiout  attenjhon. 

car  desleners  nee  electric  cars  wurk.  iie  problem 
has  aulw^s  been  iie  sfes  ov  iie  .battery,  it  is  big 
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m.d.t.p. 

a.s.a»-"e  and  d”  i/t/a  #27 

(hundreds  ov  poinds)  and  runs  doun  eesily. 

Jhis  problem  Is  ailmoest  solvd.  Jhe  ford  mcetor 
cumpany  has  desiend  a me  ttep  ov  battery,  it  is  hie 
in  ener jy  and  liet  in  w$t.  Jie  battery  can  pouer  a car 

for  12,5  miels.  uiier  cumpanis  ar  wurkli?  on  uiier  forms 
ov  battery  pouer. 

in  10  yeers  yawisn't  sjs,  ''fill-It  up  plees,''  ishen 
yia  drfcv  into)  a servis  stasjhon.  insted,  yoa  wil  I sz, 
"(jiarj  it  up,  plees." 

_l<w§stIons_ 

Jie  electric  car  is  a nue  iedeea  for  iie  fuetier. 
troa  or  fajis? 

die  reason  Jhat  electric  cars  disappccrd  wos; 

a.  peep  I wer  afrsd  ov  batteris 

b.  cars  .wiJi  gas  enjins  cost  aulmcBst  haf  as  murfi 

c.  electric  cars  mxk  tch)  mu(fi  noii. 

wun  ov  Jhe  problems  wiii  electric  cars  wos  Jhe  need 
tO) 

~ very  often. 

Jhe  biggest  problem  wiJh  electric  cars  is  Jhe 

ov  lie  battery. 

lie  ford  mcetor  cumpany  has  aulredy  deveiopt  a 

battery  liat  can  pouer  a car  for 


3. 


5. 


a.s.a.-"e  and  d" 


i/t/a  # zi 


l^S3!i!Sj_l§sson  for;  M_£eturn_ov_lie_eJ.ectrj,c_car 


^l§£isbord_sentensesi 

1.  jhe  car  cud  not  bee  repsrd  until  Jh$r  wos  a 
r.eplusment  ov  Jhe  brceken  parts. 

2.  Jhe  dffiler  tried  tu  sell  him  a tier  wlJh  a retred. 

3.  Jhe  car  Jhoen  after  iie  body  was  refinijht. 

4.  in  bad  weJher,  it  is  wies  tu  reduss ’drievitj  spKd. 

Jhe  man  brait  his  car  in  tu  hav  Jhe  battery  re^arjd. 


biackbord_f rsses; jie,_£reef.iX.  "re"  - (back,  aoan) 

reepeet  Jhe  kwestion  ref  1 1 1 iie  gas  targk 

iie  return,  ov  Jhe  cor  re(fiarj  ije  batteris 
repl^s  Jhe  parts  redues  Jhe  speed 


tfer  retred 
ref  in  ijb  Jhe  body 
restor  iie  finijh 


oil  reffenery 
repasnt  lie  h(c)d 
recap  iie  tier 


5. 


manpauer  development  traeniQ  prosgram 
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fej™yrl<_§ssfenment 

Jhe  return  ov  iie  electric  car 

$tm-  |MM  •»•»#  mm  mn»  «wm>  mm  fM*  <m«»  *»»«»  mm  atm  mm  tmim  *tm)%  fmm  mm»  mtm  mm  mrm 

nssm  . class  daet  teerher 

«MW»  IHIM  IIM»  •«»  #MM  <«M*  M9  MM  MM' «MW  «M»  W 

flilriO 

!.  a pises  ter  gas  and  oil  ar  puerlfled  Is  caul  Id 
a 

2.  In  bad  weiier,  siens  on  turnpleks  waurn  drlevers 

t(i) 

MMW  «Mto  MM  MWk  MMT  «MU.  MNII  _ 

o 

3.  Insted  ov  a nue  set  ov  tiers,  mister  riet  baut 

tiers. 

4.  a gcod  coet  ov  waX  will  

on  a dull  car. 

mtm  MM  «MM  «MI*  Mmv  MM*  mm»  mm>  MM»4aM 

5.  after  travel  I Ir§  400  miels,  mister  jonson  had 


0 o 

manpouer  development  traenirg  prcegram 
a.s*a.  - ”e  and  d”  tee(her*s  gted  i/t/a  #aa 

blackbord  f passes  tco  fntroduss 

y<Q)r  qas  depends  on  v(a> 

mm  mm  dUk  tmw  ttum  w$m  fmm  mtfA  mm  Mm,  Mum  mm  4S» 


lies  mor  gasoleen 

cars  ar  hevler 

enjin  effljhiensy 

larjest  slr?gl  factor 
an  economical  model 

not  tctt)  mud?  prejhuer 

green-lfet  jack  rabbit 


§£isbord_sentenses2 


mca)V  from  a stand-stlil 

best  performans 

ptor  drlevlrg  habits 

keep  It  reel  I iri 

doen*t  Impress  enywun 

depress  ye)r  gas  tar^k 
stop  and  gee  traffic. 


1.  y(a>r  cor  enjin  burns  Jhe  messt  gas  v^en  It  has  tco 

* 

get  y<a>r  car  mcjoviri  from  a stand-still. 

2.  properly  fllld  tiers  hav  naiier  tcso  mu(t  nor  to 
litti  prejhifir. 

3.  a drfever  can  cut  his  gas  mielaj  In  haf  If  hee  has 

r 

poor  drfevir?  habits. 

4.  get  Into)  hie  geer  and^stae  In  hie  geer  as  lorg  as  possibl 
an  ledllii  enjin  burns  about  a sent’s  wur{h  ov  gas 
every  for  mlnits. 


5. 


* 


\ t 


A 


' ) 

manpoier  development  tragnl^  pii^gram 


a*s*a« 


y<c>r  gas  mlelsj  depfhd:^  on  y<a) 


cars  t(i)da  IBS  mor  gasol^n  Aan  Jhe  cars  ov  Jhe 


J 930* s>  £6ven  iioB  en Jins  o.r  blit  better  toda<,  Jhe 


hevfer,  and  ar  bf  it  for  graeter  speeds,  enjins  toda 
ar  iBsd  graBter  Wat  ov  Jhe  car,  and  dr  not 


masbee  ha  drlevs  a smaal  I , Ifet  car — an  economy 
model.  Jh!i  car  has  an  enjin  just  big  enuf  toB 
carry  Jhe  loed.  It  duz  not  hav  a hot-rod  enjin 


maebee  Jhe  dr  lever  keeps  lie  tiers  ov  Jh’Is  economy 
car  f I Hd  wljh  Jhe  r let  .amount  ov  asr  aul  i Jhe  tiem- — 
not  t«  mu(ji  prejhusr,  nor  to  I.Itti  prejhugr  In  Jhe  tiers, 
masba  Jhe  drlever  aulwass  has  Jhe  enjin  properly  tiend 
up  for  best  performans.  aven  wtJh  Jhe  car  In  top 
condljhon,  poi>r  drlevli^  habits  can  cut  gas  mtelaj  In 


starts  ar  not  g(od  for  y^r  tiers*  and  task  a lot  ov  gas. 


a ery  gal  ton  ov  gas. 


actor  In  Jhe  number 

Ov  mreis  uQo  4ie  uur  u«»vS  l.s  Jhe  driever* 


whl(ji  ats  a lot  ov  gas# 


har  ar  sum  gc*)d  mfelaej  tips— 
a*  dcen’t  raes  Jhe  car  to  m«k  Jhe  gran  llet.  fast 


lO 


J. 


$ 


manpoaer  development  trasnl^  pi^f^gram 
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y<idr  gas  mlelaj  c{ep^hcf$  on  y<^ 

cars  t(i)cl»  ues  mor  gasol^n  Aen  iie  cars  ov  Jhe 
f 930*s,  eeven  JhcB  enjl^  ar  blit  better  ta3d»<.  iie 
m«st  ‘ important  reeson  for  ^ Is  iiat  cars  t®das  ar  rnu(1i 
heyler,  and  ar  blit  for  graeter  spe&ds.  enjins  tcodas 
ar  uesd  to  mtov  iie  graBter  mt  ov  iie  car , and  dr  no t 
* ab  t to  provied  mgr  mfel  a j for  every  ga  I I on  dv  gas  * 
yet  Jbe  wun  mcest  Important  factor  In  iie  number 
ov  mfels  to  iie  gal  lon  a car  toks  Is  iie  driver# 
mabee  hee  drfevs  a smaal  I , Ifet  cor — an  economy 
model.  Jhle  car  has  an  enjln  just  big  enuf  to 

carry  iie  loed.  It  duz  not  hav  a hotorod  enjln 

♦ 

whlrfi  eets  a lot  ov  gas# 

maBbee  lie  drlever  keeps  iie  tiers  ov  ills  economy 
car  fil  Id  will  lie  riet  .amount  ov  aer  ail  1 lie  ttem-—- 
not  to  mu(}i  prejhusr,  nor  to  1.1  ttl  prejhaT  In  Ae  tiers, 
maeba  iie  drlever  ailw^s  has  iie  enjln  property  tond 
up  for  best  performans.  eeven  will  lie  car  In  top 
condljhon,  p0r  drfev 1 habits  can  cut  gas  mtelaej  In 
,haf#.'  ■ 

beer  ar  sum  go)d  mielaej  tips — 
a*  dcen’t  ra&s  lie  car  to  maek  iie  jgreen  Ifet.  fast 
starts  ar  not  gcod  for  tiers,  and  task  a lot  ov  gas. 


■gas  raiejaej.v  .4v  - ' ' 

y0r  enjin  burns  Jhe  moest  gas  'mlien  It  has  tco  get 

yw  car  rm^vlrg  from  a stand-still.  Jhls  Is  »hfe  scb 

^ / / 

fnu(ji  gaS  Is  uesd  In  stop-andrg®  traffic,  wuns  Jhe 
car  Is  reel  I I r§,  Jhe  car»s  wat  helps  tm  k^p  It  gmirf. 

less  gas  Is  uesd# 

^1?#  drievifg  in  hie  geer  ^ts  Jhe  ’1^st  amount  ov  gas.  get 
In  tco  hie  geer  as  fast  as  yco)  can  and  stae  Jhaer  as  lofi 
as  yca)  can.  every  tlem  y<«o  jhift  ta>  a larjer,  sloeer 
gger,  ycio  burn  mor  gas. 

,c;.,ki^p  a s^dy  speed.  pa?s  ycsor  drleVIri.  If  yeo  see  a 
lie  aw*,  as  up  on  Jie  gaa  pedal . very 

often  Jhe  llet  will  hav  (ftasnjd  too  gran  ble  Jhe  tfem  yoo 
ree(h  iie  corner,  and  yao  will  not  hav  tco  stop  at  atlL 
whenvycfl)  avoid,  Jhe  comp  I at  stop),  yoo  s®v  on  gas.  re- 
member,  every  tfem  y<a>  hav  tco  step  on  y<ior  braks, 
yca)  w«st  Jhe  gas  it  took  tco  get  yoo  riXfl)v!r|.. 

4 * 

d.^  d©n*t  ledi  yw  car  nilien  It  Is  not  nesessary.  an 
enJIn  Aat  Is  fedtiri  burns  about  a sent*s  wurf  ov  gas 
every  for  mlnits.  Jhls  Is  prltty  eXpenslv  when  yoo 
consider  Jhat  y<«o  haven* t gon  enywhaer. 


gas  mielaj 

kwestians’ 

a.  enjins  tcodas  uss  mor  g'as  becajs- 

a*  cars  ar  mu(ji  lleter  ■ , 

*«  * , 

b.  rffids  ar  not  gad 

c.  ov  Jhe  grster  waet  ov  te  ^cor 


i 

b.  a hot-rod  enjin  helps  tco  s«ev  gas. 

tr<a>  or  fauls? 

c.  an  enjin  «ts  Jhe  Isst  amoint  ov  gas  «ten  It  Is 

i n — 

a.  loB  geer 

b.  ledlli? 

c.  in  hie  g«r 


d.  If  a car  is  in  top  condijhon»  Jhe  driever's 
habits  cannot  redues  Jhe^  gas  ralelaj. 

trw  or  fails?  ^ 

e.  a graet  deel  ov  gas  is  uesd.in  ;and 

traffic. 

IMMb  (taM)  MM 


( 
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lesson  fort  wr  qas  mtelasj  depends  on  m 

•RW  WOT*  MM  MM  «M4»  MM  <Wft  MW*  ««MM  WWM  «*«•  MMt  aMMr  «Ali  (««W' «M«  WM«  *m4  MM  MM  »Mt  MW  MM  MM  MM  iMI*  MM  MM  iLm  MM*  MW  MM  MM  <MM  IMM  (W*  MHl  «ki» 

fpffisess  consonant  blends  - dr  and  tr 


ple3usr  trip 
hevy  traffic 
truck  drfever 
tier  retred 
on  Jhe  job  tranir? 


gci)d  drfever 
drurgken  drievirg 
drip  drie  clceJhs 
pouer  drill 
trurgk  kee 


bi  Idirg  entrans 
uenfon  contract 
wintry  weJher 


hledraulic  braeks 
feron  foundry, 
lajndry  bills 


blackbord  sentenses: 


1.  stop  and  gee  drfevirg  In  hevy  traffic  tasks  a lot 
ov  gas. 

2.  hee  ccod  not  fiend  a smauller  bit  for  Jhe  pouer  drill 

3.  his  six  mun|j)  cors  wos  follced  bfe  anuJher  six 

munihs  ov  on-Jhe-Job  trsnlrg, 

4.  his  Ifesens  wos  suspended  after  h®  wos  arrested 
for  drurgken  drfevirg. 

5.  wintry  weJher  drfevirg  Is  hard  on  Jhe  drfever  and 
hard  on  Jhe  car. 


: ) ’ • 

manpouer  development  tranlr?  program 


hcBmwurk  asstenment 


and  d** 


ywr  gas  miela^j  depends  on  ye) 

«KlW*  ****  HfiCT  a4tu  <Ai<*  mm  n<«»n  i2M  .«(«»  Mi«  «>M»  ^juM  IWMV  W-***  •*<« 


nam 


c 1 ass 


dat 


i^:/'n  r 


« <Mu^  ♦•M**  h 


L mister  porter  uesd  a bit  iiat  wos  tcc)  smauN  In 


Jhe 


V MM  «Mry«  MW*  «*W-  •• 


r t4»j«  M M ttlMv’  «*•** 


iie  men  waukt  ait  ov  lie  Jliop  after  iie  boss  refuesd 


tco  sH^n  iie 


.»  U«/'  -MUit  >\M*  IWBM  ltlW% 


* Uittw  <mMr  «<»«i  w 


3.  Jie  parts  were  sent  out  Lm  iie 


W «M*V'  KWNO  (19*6  wM*'  VXM  MlriK* 


for  castlr^ 


4*  In  sum  stsjhons: 


» >«.'>*»  WbM  t«MW  iHtM  1(4V>  idMW  4WK*  *Mt«r 


bills  ar  fo^erd 


bla  .lie  attendant  and  Jhe  boss. 


5. 


t <a-m*  fKM  HOi^  (i*<«  Wr««*  K«*U  JAVin  M(M  4<k>( 


b r ®k  s ope  ra  t w f ii  f I (a?  I d i n a 


master  sv I Inder 


• \ 
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manpouer  deveiopment  trsenifi  prcegram 
a.s.a.-”e  and  d”  tee(her*s  gled 
hlackbord  fr$ses  to)  mtroduesi 


straen  on  iie  enjMn 
Winter  servisir? 
normal  operaBtir?  temperatuer 
oeverhed  valv  cleerans 
appife  prejhuer 
spunjy  braek  acjhon 
repl$s  defectiv  parts 
Jhock  absorbers 
carbon  monoXied 


cepen  Jhe  petcocks 
a cemlcal  cleener 
revers  flujht 

manuef actuerers  recommendaBjhons 

transrnljhon  fl(i2)id 

egsaust  system 

suspenjhon  system 

front  wheel  alfenment 

Jhe  reservwor 


M^5JS^2IS[-.sei]tenses2 

1.  servisirs  for  Jhe  winter  Is  eXtr^mly  Important. 

2.  Jhe  ccdDlit^  system  Is  dr$nd  bie  oepenlii  Jhe  petcocks 
In  iie  block  and  raedlaetor. 

3.  If  Jhaer  Is  sum  kwestlon  about  wheJher  Jhe  thermostat 

Is  wurklf?  properly,  It  Jhcod  bee  taeken  out  and  (tieckt. 

4.  [heck  Jhe  htedraullc  iaebel  In  Jhe  reservwor  and  add 
flco)Id  If  nesessary. 

5.  Jhe  enjin  produeses  carbon  monoXled,  a dedly  gas. 


manpouer  (development  traenlri  prcegram 
a.s.a.—^e  anci  c(*’  i/t/a  # 29 

ccelcf  weiier  (irlevir§  pcots  a graet  straen  on  Jhe  enjin 
ov  a car.  cceld  wetter  starts  and  c(Bld  weJier  r(3ed 
condljbons  tak  a lot  out  ov  a car.  servislri  for  Jie 
winter  Is  terfor  eXtreemly  Important.  preparlQ  a 
car  for  Jhls  kfend  ov  weJher  Is  caul  Id  winterfezi r^. 

te  Folloeiri  operajhons  ar  uesueally  Inc.i<c>ded  In 
winterleziri  a car. 

V 

I.  oa)IIri  system  - lie  enjin  most  braut  too 
normal  operastits  temperatuer.  tork  tie  bed  bmits 
accordlf?  too  tie  manuef actuerers  dlrecjhons.  (Bverhed 
valv  cleerans  mae  bee  (tasnjd  after  Jhls  Is  dun,  and  It 
Is  best  tcx)  (tieck  Jhe  cleerans  at  Jhls  tiem.  (heck  Jhe 
cctollr^  system  for  leeks  befor  dra3nlii.  spejhial  testers 
Jhcod  bee  lesd  to  applle  prejhuer  to  Jhe  system  and  Jhe 
rasdlastor  cap  jhcod  auiscE  b^  (heckt. 

Jhe  c<a)l!r3  system  Is  drand  ble  ospenlii  te  petcocks 
In  te  block  and  rasdiaetor.  waiter  Is  run  ]hrca)  te  system 
until  Jhe  waiter  Jhat  drsns  out  Is  cleen.  If  ter  Is  a lot 
ov  rust  In  Jhe  system,  Jhe  system  and  heeter  Jhcod  bee  f lujht 
wit  a cemical  cleener  In  te  waiter  or  revers  flujht  to 
bee  JhiBr  tat  ail  I ov  te  rust  deposits  ar  remciovd.  bosses 
tat  Icok  soft  or  crackt  or  swoellen  jhcod  bee  replasst.  ail  I 
clamps  Jhcod  bee  tfetend. 


a*s.a.“”e  ancf  d”  cont*cf.  x/tM2^ 

If  Jhaer  lx  sum  kwestion  about  wheJher  Jhe  itermostat  lx 
wurkiri  properly,  It  jhcod  bee  taken  out  and  {iieckt  for 
proper  operajbon  and  correct  cepenir?  temperatuer. 

K^en  Jhe  flujhli^  lx  finijht,  aul  I petcocks  Jhcod  bee 
clo3xd<»  antl-freex  and  waiter  Jhcod  bee  pord  Into  Jhe 
radiator,  an  antl-freez  Jhat  will  not  damaj  Jhe  cor 
finijh  jhcod  bee  added  If  wlndjheeld  wieperx  ar  Instaulld. 

2.  fuel  system  iie  sediment  bcel  and  filter 
screen  ^(hcod  bee  remciovd  and  c-leend  Ihurply.  If  a cork 
gasket  lx  uexd,  Jhe  gasket  Jhcod  bee  rep  last  wlJh  a nue 
wun  tco  Injhuer  proper  seellr^.  Jhe  fusi  pump  jhcod  iien  bee 
tested  for  correct  prejhosr  and  delivery  rat. 

•Jhe  carbuerator  ar  cleener  Jhcod  bee  servist  carfcolly* 
follce  Jhe  Instrucjhonx  In  Jhe  manuefactuerer * x manueal. 
after  Jhe  cleener  lx  remciovd,  run  Jhe  enjin  and  wot(h 
Jhe  acjhon  ov  Jhe  automatic  (hoek  and  Jhe  heet  rfexer  valv. 

If  Jhae  need  servlsir^,  t$k  casr  ov  It  at  Jhls  tiem.  tfeten 
ail  { manifoeld  nuts  tco  iie  correct  tork. 

3.  Ignijhon  system  - tuen  up  Jhe  Ignijhon.  cosld 
weJher  can  Interfeer  wlJh  kwick  startiri.  It  lx  Jhasrfor 
adviexabi  tco  rep  las  Jhe  paints,  condenser,  and  spark 
plugx  for  maximum  effijhiensy  In  performans. 


manpouer  development  trasnlQ  prtBgram 
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® l!§  2I  c a r c 0 n t * d . 

4*  electrical  system  - iie  jeneraetor-regi^laetor 
system  jhcod  bee  (heckt  for  proper  operasjbon.  (heck  iie 
jenersetor  output  and  test  lie  reguelator  for  correct 
settirgs.  Inspect  iie  wlerlrg  and  connecjhons  and  servis 
lAhotever  nc^ds  repar«  (heck  iie  condijhon  ov  Jhe  storasj 
battery,  (heck  iie  condijhon  ov  iie  fan  belt  for  wasr 
and  tenjlion,  iie  fan  belt  Is:  Important  In  iie  proper 
operasjlion  ov  bcEtji  iie  battery  and  ite  wauter  pump,  yieck 
uiier  drfev  belts  as  well, 

5.  Ifets-  (heck  auM  lamps  for  brfetness  and  asm. 
rep  lass  defectiv  bulbs,  adjust  hedlfets  for  proper 
am,  If  nesessary, 

6.  lusbrlcatlQ  system  - Jie  oil  filter  jhcod  bee 
remco>vd  and  enjln  craiikcas  drand  for  winter  ues* 

Instaull  a nue  oil  filter  and  refill  Jhe  crar^kcas  wiii 
winter  grad  oil.  cleen  and  servis  lie  breeiier  cap  and 
iie  crar?kcas  vent!la|hon  outlet  pisp. 

liBbrlcat  tie  ajtomobeel  fhassi  and  body  acco rd I tco 
iie  manuef actuerer * s recommend^oni  and  perform  aul  I uJier 
(hecks  sugjested.  iie  differenjhial  and  transmijhon 
f l<a)Id  1H3S  bee  drand  and  refill’d  at  ills  tiem,  If  nesessary. 


a.s.a* 


■ } 
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MaM  MMP  *Mw>  UM»  a*Mw  tmm  fnutu  mm  mtm  rnrm  mmm  mrmtmm  mm  mtm 

V*  br$klr3  system  - go)d  brsks  and  gcj)d  tiers  ar 
nesessary  for  ssef  stoppii?  on  a drfe  rmd  and  espejhlaliy 
on  a wet  or  slippery  rmd.  to)  (tieck  Jie  braeks,  itkqov  v^/un 
tel  and  inspect  lie  br^k  lienirBS.  if  te  ar  worn  and 
less  iian  tca)  {n(jies  thick,  te  must  bE  repl^st.  adjust 
le  braeks.  (heck  lie  hfedraillc  In  lie  reservwor 

and  add  flca)ld  if  nesessary*  t^k  lie  car  on  a reed  test 
tco  (heck  lie  brasks  for  Even  brakii^  acJI'ion*  if  spunjy 
braek  acjhon  Is  fcaind  duer!r§  le  reed  test,  ycti)  jhcod ’*b i Ed 
le  system.” 

eXamln  aul  I tiers  for  good  tred,  cuts,  and  proper 
prejhuer.  If  snee  tiers  ar  ussd,  mount  iiem  at  Ills  tfem. 
ter  nesessary,.  Inspect  and  repasr  tier  (hans* 

s,  eXaust  system  - iie  eXaist  system  must  bE 

Inspected  thuroly  for  lEks.  defectlv  parts  Jhcod  bE 

replast.  le  enjin  produsses  carbon  monoXled,  a dediy 

gas.  Us  gas  \s  carrid  aw^  from  lie  car  Intco)  lie  cepe n 

agr  bie  Jhe  eXaust  system.  If  ter  \s  eXaust  Ic-ekaeJ,  ter 

Is  dsnjer  liat  lie  gas  will  not  be  carrid  aWcB  from  Jie 

car,  but  back  Into  lie  car.  ills  Is  d^njerus.  It  Is 

Important  too  remember,  .fiat  Even  If  lie  eXaist  system  Is 

In  perfect  wurkir?  order,  It  Is  aulwas  s^fer  to>  se  liat 
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frejh  asr  gets  intco  iie  car  v^lienever  iie  enjln  Is  runnlti* 

9.  suspenjhon  system  --  [heck  ,:lhe  stec-rlrg  system  for 
wasr  ^i(h  miet  crest  unssf  .drtevlri  and  steerir^*  (tieck  i\e 
jhock  absorbers  and  sprlr^s  and  msek  totever  repisssments 
ar  nesessary,  frunt  \tel  alfenrnent  and  vtel  baians  will 
giv  y(i^  better  tier  servis,  but  will  aulsce  help  to)  provfed 
saef  control  ov  lie  car. 

3*0*  acsessorls  - (heck  lie  windjheeld  wieper  blads* 

If  ii2B  ar  worn,  rep  las  Item,  aulscs  [heck  :l)e  heeter  and 
defroster,  lie  con  tree  is  and  lie  ar  dampers* 

11.  body  car  - cald  welier,  sncB,  and  sleet  cans 
war  and  tar  on  he  auta  body  finijh*  wojhirg  Jhe  body  and 
waXIrg  It  will  a hevy  cat  ov  waX  will  protect  lie  car 
fInijh  duerirg  lie  winter  mun|tis.  waX  Jlio)d  ail  see  bee  applied 
to)  lie  bumpers  and  uiier  cram  acsessorls  Uo  prevent 
rustlrg. 
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kwestions 
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1 . temp  era  tuers  dco)  not  affect  iie  performans 

ov  an  automobEi  enjin*  tree)  or  fajis? 

2.  iie  CQ^Wq  system  Is  draend  ble  aspen tii  iie 

petcock  In  iie and  

V 

3*  antl-frEs  Jhcod  bE  pord  Intco  iie • 

4*  iie  fan  belt  Is  important  In  iie  proper 

operagjhon  ov; 

a*  iie  rsdlce  and  h^ter 

b.  lie  wIndjbEld  wiepers 

c.  iie  battery  and  iie  waiter  pump, 

5c  If  iie  brask  Ifenlr^s  ar  less  iian  

ln(t'ies  jtiick,  te  must  bE  replsest* 
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FOREWORD 


This  is  on«  of  a series  of  Basic  Education  materials  developed 
under  a special  curriculum  grant  from  the  New  York  State  Department  of 
Education.  The  1t«ns  have  been  produced  on  three  levels,  level  I 
materials  are  designed  for  trainees  functioning  below  the  4th  grade 
reading  level}  level  II  for  trainees  at  the  4th  to  6th  grade}  and  Lev*?! 
in  for  trainees  above  the  6th  grade  of  literacy. 

The  following  items  have  been  developed* 

« Basic  Education  Outline  for  Commercial  Occupations 

Specifics  (Typist  Keypunch-Verifier,  Bookkeeping  Machine 
Operator,  Medical  Record  Clerk,  Stenographer).  Levels  11,111. 

. Basic  Education  Outline  for  Distributive-Merchandising 
Specifics  (Grocery  Checker,  Shipping  Clerk,  Sales  Clerk). 

Levels  II,  m. 

. High  School  Equivalency  Workbooks  and  Teacher  Guides  Level  III. 

. Remedial  Lesson  Materials  for  Auto  Service  Station  Attendant 
in  Traditional  Orthography  and  Pitman  Initial  Teaching 
Alphabet.  Levels  1,  II. 

• Non-English  Basic  Education-Varied  Occupations  (Commercial 
Occupations,  Merchandising,  Machine  Shop,  Metal  Fabrication) . 
Levels  I,  II,  III. 

• Sample  Language  Arts  Lessons  for  English  as  a Second  Language 
trainees  related  to  the  occupation  of  Picture  Framer. 

level  II, 

. Two  sample  Commercial  Occupations  Basic  Education  Units  for 
reading  improvement,  Levels  II  and  III. 

This  series  was  prepared  by  the  Basic  Education  staff  of  the 
Manpower  Development  Training  Program  under  the  general  direction  of  Herman 
A.  Kressel , Director  of  the  Manpower  Development  Training  Program. 

The  research  and  writing  were  done  by  Evelyn  K.  Sussman,  Basic 
Education  Supervisor,  and  Vera  L.  Hannenberg  and  Helen  R,  Weinberg, 

Assistant  Basic  Education  Supervisors, 

‘ Special  thanks  are  extended  to  the  Basic  Education  teachers  who 
cooperated  in  developing  and  testing  these  materials,  to  Richard  0*Connor 
Brooklyn  Adult  Training  Center  Automotive  Supervisor,  and  Sidney  Huchital, 
Tcacher-in-Charge,  Brooklyn  Adult  Training  Center,  for  technical  help  in 
developing  and  evaluating  the  Auto  Service  Station  Attendant  material.  Thanks 
are  also  extended  to  the  Bureau  of  Community  Education  for  its  assistance. 


HERMAN  SLOTKIN, 

Project  Coordinator 
January,  1968 


* * VSr  ^ * * kV 


BOARD  or  EDUCATION  OF  THE  CITY  OF  NEW  YORK 
MANPOWER  DEVELOPMENT  TRAINING  PROGRAM 
110  LIVINGSTON  STREET 
BROOKLYN,  N.  Y.  11201 
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REMEDIAL  LESSON  MATERIALS 
for  the 

AUTO  SERVICE  STATION  ATTENDANT  PRE-VOCATIONAL  COURSE 

in 

TRADITIONAL  ORTHOGRAPHY  (T.O.) 
and 

pitman  initial  TEACHING  ALPHABET  (I/T/A) 

Parallel  remedial  lesson  materials  in  I/T/A  and  T.O.  for  pre- 
vocational  trainees  in  tho  Auto  Service  Station  Attendant  courae  have 
been  prepared  in  two  separate  books.  The  materials  are  intended  for 
adult  functional  illiterates  with  a reading  score  less  than  k.O,  These 
original  reading  selections  .fol  1ca»  the  sequence  of  pre- vocational 
occupational  training  and  have  been  graded  in  order  of  dif‘riculty  after 
trial  with  classes  in  the  Manpower  Oevelcp.’^csific" Training  Program. 


These  materials  consist  of  29  Units,  with  each  unit  divided  into 
5 parts: 

!•  A Teacher’s  Guide  including  a chalkboard  workup  of 
phrases  and  sentences  to  introduce  the  selection. 

2.  An  original  Vocational  Reading  Selection  relating  to 
a spacific  area  of  shop  training. 

3^  Reading  Comprehension  questions  based  on  the  reading 
selection. 

4.  A Language  Arts  lesson  derived  from  the  reading  selection, 
stressing  shop  vocabulary  and  shop  language  usage. 

. 5*  A Homework  Assignment  based  on  reading  comprehension 
and  language  arts  lessor's. 
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NUMBER 

X. 

2. 

3. 

4« 

5. 

6. 

7* 

8. 

9. 

10. 

XI.  . 
12. 

13. 

14. 

15. 

16* 

17. 

18. 

19. 

20. 

21. 

22. 

23. 

24. 

25. 

26. 

27. 

28. 

29. 


JOB  OPPORTUNITIES  FOR  THE  AUTO  SERVICE  ATTENDANT 
ARB  lOU  m-MAN'  K)R'T!iS‘  JOB? 

TOUR  JOB  AS  AN  AUTO  SERVICE  ATTMDANT 

.{ 

THE  ATl’ENDANT  IS  A SALESMAN 

I 

GETTING  DRESSED  FOR  WORK 
THE  SERVICE  STATION  UTOUT 
Ttm  SERVICE  STATION  ISLAND 
HOUSEiCMPI!^  CHORES 
THE  GASOLINE  PUMP 
GASOLINE  - HOW  DO  WE  GST  IT? 

THE  PHONT  EXCUSE 
LIFTING  THE  CAR 
DANGER  SPOTS  IN  THE  SHOP 
THE  HISTOai  OF  THE  TIRE 
GENERAL  TIRE  CARE 
HENRY  FORD 

GENMAL  AUTO  MAINTENANCE 
THE  LUBRICATION  SYSTEM 
El^GINE  LUHRIOATION 
TROUBIESHOOTING 
Gauges  and  msters 

THE  POWER  TRAIN 

HOLDING  THBJGS  TOGETHER  - FASTiaCENG  PEVICSS 
STEPPING  ON  THE  BRAKES 
STOPPING  DISTANCES 
AIR  POLLUTION 

V 

THE  RETURN  OP  THE  ELECTRIG  CAR 

TOUR  GAS  MILSAGfi  DEPENDS  CM  YOU 

WINTERISING  THE  OAR  v 


o 
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MAI^OWm  ijSVELOPMi;iTT  TRAlMINCr  PROGRAM 
BROOKLYN  AP;ULT  TRAINING  GSMTKR 

Basic  Education  Department  ASA  - E.  & D. 

Teacher* B Guide 

I.  Blackboard  phrases  to  in^ ^ oduce : 

JOB  OPPORTUNITIES  FOR  THE  k.S.A. 


a shortage  of  men 

in  all  kinas  of  weather 

if  he  is  qualified 

opportunities  for  good  workers 

a decent  take  home  aalary 

keep  an  eye  on.  hira 

start  a beginner 

accessories  and  new  parts 

commission  on  sales 

regular  overtime  work 

a good  future  in  auto  service 

a second  shift 

work  the  night  shift 

gat  along  with  people 

pick  up  supplies 

looking  for  new  dealers 

a man  interested  in  cars 
II.  Blackboard  sentences j 

become  station  managers 

1)  Some  attendants  get  a ten  percent  commission  on  the  sale  ox 
accessories  and  new  parts. 

2)  Vath  overtime,  commissions,  and  tips,  an  attendant  can  earn 
a decent  salary. 

3)  An  attendant  needs  a driver's  License  to  perform  road  service, 
and  to  pick  up  supplies, 

4)  A man  who  is  interested  in  cars,  and  can  get  along  vdth  people, 
will  do  well  as  an  attendant. 

5)  The  oil  companies  pick  good  attendants  to  manage  new  service 


stations. 


: 7 

MANPOWER  DEVELOPMENT  TRAINING  PRCK>RAM 
BROOKLYN  ADULT  TRAINING  CENTER 

Basic  Education  Department 


ASA  - E.  & D. 


JQB..OPPORTUNITIBS  FOR  THE  AUTO  SERVICE  STATION  ATTENDANT 

Employment  Service  reports  show 
that  there  is  a shortage  of  men  to  fill 
jobs  as  auto  service  attendants.  This 
means  that  the  man  who  trains  to  be  an 
auto  service  station  attendant  is  likely 
to  find  a Job,  if  he  is  qualified.  Many 
stations  have  overtime  for  their  em- 
ployees, which  means  that  a man  can 
usually  make  a decent  take-home  salary. 

In  New  York  Cityi  wages  for  a be- 
ginning auto  service  station  attendant 
start  at  $1.50  an  hour.  Sometimes, 
operators  of  service  stations  are  will- 
ing to  hire  a promising  beginner  at  a 
slightly  higher  rate.  In  general | the 
salary  for  a beginning  attendant  will 
range  between  $60  and  $80  a week'  for  a 
40  hour  week. 

The  auto  service  attendant  can  make 
money  from  commission  on  sales.  Some 
stations  pay  a to  10?^  commission  on 
the  sale  of  lubrication  jobs,  accessor- 
ies, and  new  parts.  An  attendant  can 
also  make  extra  money  on  tips.  In  some 
stations  tips  run  between  $8.00  and 
$10.00  a week. 

Auto  service  station  attendants 
usually  work  a six  day  week^  and  an  8 
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OP  9 hour  day.  Some  stations  have  regu- 
lap  overtime  work  for  their  men.  Some 
have  a 45  hour  work  week  and  employ  part- 
time  employees  or  a second  shift  to 
cover  al I of  the  hours  that  the  station 
is  open. 

Week-end  work  is  part  of  the  job. 
Work  on  holidays  is  also  part  of  the  Job. 

i 

As  long  as  the  service  station  is  open, 
there  must  be  attendants  on  duty.  If 
the  station  is  open  ali  night,  then 
some  attendant s w i I I have  to  work  the 
night  shift. 

An  auto  service  attendant  must  have, 
or  be  able  to  get,  a New  York  State 
driver's  I i cense. 


A man  who  is  interested  in  cars, 
who  is  willing  to  work  between  45-54 
hours  a week,  on  different  shifts,  on 
week-ends  and  holidays,  may  be  able  to 
find  a good  future  as  an  auto  service 
attendant.  He  must  be  willing  to  work  . 
outdoors  in  all  sorts  of  weather,  and 
be  able  to  work  with  other  people. 

A man,  who  is  in  good  physical 
health,  and  is  willing  to  work  under  the 
conditions  I i sted  before,  may  have  a 
good  future  ahead  of  him  as  an  auto 
service  station  attendant.  There  are  op 
portunities  for  good  workers  to  become 
station  managers  after  a while.  The 
major  oil  eorapanies  are  always  looking 
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fop  new  dealers.  When  thej^  see  a titan 
who  is  a good  auto  service  attendani, 
they  keep  an  eye  on  him.  These  are  the 

raen  they  seek  to  become  station  tDana~ 
gers. 
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MANPOWER  DEVEI/DPMENT  TRAINING  PROGRAM 
BROOKm  ADULT  TRAINING  CENTER, 


ASA  - E.  & D. 


Name 


Class ■ Sate  Teacher 


iifia_QEEDgIUMiIi£S„£QS_Iii£„A^S^4, 

aUESIlQMS 

1 ) There  are  not  many  jobs  open  for  auto 
service  attendants.  True  or  False? 

2)  Auto  service  station  attendants 
usual  I y work; 

a)  a straight  8 hour  day 

b)  during  the  week,  with  no  week- 
end or  holiday  work. 

c)  all  shifts,  including  Sundays 
and  holidays^  if  the  station 
is  open. 

3)  As  long  as  the  station  is  open,  there 

must  be  attendants 

4-)  It  is  important  that  an  attendant  be 

to 

people. 

5)  No  matter  how  good  a worker  a man  isi 

he  can  never  become  a station  manager. 
True  or  False’ 


yM?OW£R  DiiVELC.PMEMT  TIUIlNlIi^C  PROOmi 
BRCOKra  ADUET  TRAILING  CENTER 


TEACHER* S OUTLINE  a.s.a.~'*E  and  D'» 

LANGUAGE  LESSON  F.R  JuB  OPPORTUNITIES  IN  A.  S.  A. 

BLACKBOARIi  EXERCI SE ; - SHORT  FaiI>lS 


2R 

stop  signs 
business  operation 
operator* s license 
top  quality 
mop  up  the  floor 


job  opportunity- 
radio  knobs 
locate  the  problem 
throbbing  motor 
oil  globules 


ora 

commission  on  salec 
Mercury  Comet 
competent  job 
a job  v/ith  promise 
hydrometer  reading 


II.  BLACKBOARD  SENTENCES t--  • 

1.  h'e  had  to  order  new  knobs  from  the  manufacturer  for  the 
cu  storaer  * s radio , 

2.  An  operator's  licei-ise,  or  driver's  License,  is  needed  to 
■work  in  many  service  stations. 

3.  The  customer  complained  about  a throbbing  mo'tor  when  he 
stopped  for  a red  light. 

4.  In  this,  station,  only  top  quality  motor  oils  are  used. 

5.  A hydrometer  reading  will  indicate  whether  the  radiator 
■water  is  too  hot. 
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MAWPOV/EH  DEVELOPMENT  TRAINING  PROGRAM 
BROOKr,YN  ADULT  TRAINING  CENTilR 


JOB  OPPORTUNITIES  IN  A,  S.  A,  fjl 
HOm^ORK  ASSIGNMENT : 


TEACHER'S  OUTLINE 


NAME 


CLASS 


DATE 


TE/.GHER 


1.  When  oil  drips  on  the  ground,  it  founms  circles  of  oil  which 
are  called 

r— If  tr  1 1 «‘r*ni-i  uui  i.uwwj  » »nui 

2.  The  temperature  of  the  water  in  the  radiator  is  checked  by 

taking  a 

3»  A job  in  which  you  can  get  ahead  may  be  called  


4.  Attendants  in  many  stations  make  extra  money  through 


5. 


All  attendants  share  in  the  cleaning  chores  and  must  sometimes 


KA:4P0V\3R  DSVELOPKifi?n’  TiiAXMI*'G  PROGRAIC 
B:iOOK:.YN  ALULT  miNIHG  CEivIER 


m\CmR*S  GlXDi!;  to  INTaGDIiCS;^-  a.s.a.-'»2  and  B" 

Aas  YOU  THE  KAN  iGH  THE  JOB?  #2 


3LACICB0ARD  PHRASES; 
make  up  your  nlnd 


last  on  the  job 
heavy  and  hard  work 
move  to  Hew  York 
varm  and  comfortable 
grease  and  oil 
dirty  hands 
training  on  the  job 
cranky  customers 
easy-going  person 

QUESTIOHS  ON  BOAaP  FOR  KCTIVATIGM; 


certain  kind  of  work 

consider  your  health 

in  good  condition 

heavy  machinery 

get  used  to  the  cold 

especially  important 

important  to  remember 

lead  to  better  piiy 

polite  and  pleasant 

Trfaiting  on  people 

getting  along  with  the  customer 


(a)  Vihat  kinds  of  jobs  in  the  shop  do  you  find  hard? 

(B)  What  does  it  mean  when  people  say “You  must  start  from  the 

bottom?" 

(C)  bbo  do  you  think  should  do  the  cleaning  in  the  shop? 


Education  Dopartmont  ASA  - E.  & D. 
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There  is  a lot  that  you  should 
know  about  a job  before  you  make  up  your 
mind  that  it  is  the  job  for  you.  There 
is  also  a lot  that  you  must  know  about 
yourself  before  you  can  decide  that  you 
are  fit  for  a certain  kind  of  work.  it 
is  just  as  important  for  you  to  be  right 
for  the  job  as  it  is  for  the  job  to  be 
right  for  you. 

The  first  thing  that  you  must  con- 
sider is  yodr  health.  Before  you  can 
decide  to  train  for  a job,  you  roust  be 
sure  that  you  are  in  good  shape,  and 
that  you  have  what  it  takes  to  do  the 
job.  A small,  weak,  man  will  not  last 
on  a job  that  has  a I ot  of  heavy  and 
hard  work.  Even  if  he  starts  off  in 
good  condition,  he  may  not  be  able  to 
take  a job  that  requires  a I ot  of  lift- 
ing and  carrying  of  heavy  machinery  and^ 
tools.  Heavy  work  can  only  be  done  by 
a man  who  is  built  for  it.  If  you  are 
not  very,,  strong  and  you  get  a job  w ith 
a lot  of  heavy  work,  the  chances  are 
that  you  wi  I I not  be  able  to  take  it 
for  very  I ong. 

There  are  also  many  people  who  ca.n- 
not  stand  very  hot  or  very  cold  weather. 
For  such  people,  a job  that  keeps  you 
outdoors  for  much  of  the  time,  may  not 
be  the  right  job.  People  who  move  to 
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and  well  kept  it  is , 

It  is  important  to  remember  that 
there  are  mainy  types  of  good  jobs  where 
a man  gets  his  hands  dirty.  The  auto 
service  sta.tion  attendant  is  not  the 
only  workman  with  dirty  hands.  Doctors 
do  a lot  of  dirty  work.  Architects, 
engineers,  sculptors,  artists,  and  even 
teachers  need  to  scrub  wel I at  the  end 
of  a work  day.  No  matter  how  dirty  you 
get,  you  can  always  wash  clean  at  the 
end  of  the  day.  There  are  soaps  made  to 
wash  off  grease,  and  every  auto 

service  station  has  a place  for  the  men 
to  wash  up. 

A man  who  likes  cars,  and  working 
around  cars,  will  usually  make  a good 
auto  service  station  attendant,  people 
who  are  interested  in  their  work  and  en- 
joy their  work,  usual  ly  do  a good  job. 

If  you  are  interested  in  cars,  and  enjoy 
working  with  your  hands,  it  wi  II  help 
you  get  along  in  an  auto  service  station. 
Your  interest  in  your  work  will  certain- 
ly give  you  a good  start.  This  interest 
may  lead  to  better  pay  and  even  to  more 
training  on  the  job  for  a better  skill. 

An  auto  service  station  attendant 
spends  a large  part  of  his  work  day  with 
people.  He  is  the  one  who  meets  the 
customer  and  has  to  be  nice  to  the  cus- 
tomer. If  you  cannot  bear  waiting  on 
people,  you  may  have  a problem.  Customer 
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Bate 


Teacher 


neat  and  clean 
read  the  instructions 
please  and  thank  you 
steam  and  vapor 
leaking  crankcase 

Sfila£±_±hfi_pbcaafi-.±ha±_ii±a. 
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heavy  machinery 
weather  conditions 
heavy  grease 
measure  the  oil 
dead  end  job 

.±be_ialanka_ia_±ha 


1.  An  attendant  should  always  use  a dip 

stick  that  is  wiped  clean  to  

in  the  crankcase. 


2. 


4 


5. 


In  order  to  find  the  proper  directions 
to  service  each  car,  an  attendant  must 
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I n 


manufacturer’s  manual. 


the 


If  you  use  the  words  an 

often , the  cus- 
tomer will  feel  that  the  service  at 
your  station  is  polite  and  good. 

An  attendant  and  a station  must  always 
look ^ to 

attract  customers. 

Every  service  station  has  soap  or  de- 
tergent in  the  washroom  to  help  the 
attendant  remove  the 


from  his  hands. 
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DIRECTIONS  i PIltitasoK  to  be  vniltten  on  the  board  ceparateXy  and  eacploited  * 
separately.  Trainees  to  copy  into  notebooks  in  cases  udiere 
facility  in  writing  is  evident. 


BUCKBOABD  PHRASES 


ea  » lonjc:  ”e«  sound 

ea  ■*  short  sound 

grease  and  oil 

heavy  machinery 

summer  heat 

good  health 

neat  and  clean 

weather  conditions 

lead  to  better  pay 

leather  Jacket 

easy-going  people 

polite  and  pleasant 

read  the  inst|juctions 

in  a sweat 

teachers  manual 

wear  a sweater 

¥ 

please  and  thandk  you 

heavy  grease 

cheat  the  customer 

measure  the  oil 

the  leading  car  manufactt^rers 

worn  tire  treads 

steam  and  vapor 

lead  deposits 

leaking  crankcase 

dead  end  job 

reasonable  prices 

steady  job 

The  folloidng  sentences  ^ eesploying  some  of  the  above  phrases  are  to  be  written 
on  the  blackboard and  read  by  the  class. 


1.  Leading  car  manufacturers  publish  service  manuals  with  in- 
structions on  the  care  and  servl.ce  of  their  cars. 


Steam  acd  vapor  from  an  overheated  radiator  can  cause  serious 
damage  to  the  engine. 


3.  A clean  dip  stick  vdll  give  an  accurate  measure  of  the  oil 
in  the  crank  case. 


4<  Reasonable  prices^  good  service^  and  a polite  and  pleasant 

^ staff  are  necessary  for  the  success  of  an  auto  seririce  station. 
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neat  and  clean 
read  the  instructions 
please  and  thank  you 
steam  and  vapor 
leaking  crankcase 


heavy  mjachinery 
weather  condition, 
heavy  grease 
measure  the  o i I 
dead  end  Job 
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1.  An  attendant  should  always  use  a dip 

stick  that  is  wiped  clean  to  

in  the  crankcase. 


2.  In  order  to  find  the  proper  directions 
to  service  each  car,  an  attendant  must 

in  the 

manufacturer’s  manuai. 


3.  If  you  use  the  words and 

often,  the  cus- 
tomer will  feel  that  the  service  at 
your  station  is  polite  and  good. 


4.  An  attendant  and  a station  must  always 


attract  customers. 


5.  Every  service  station  has  soap  or  de- 
tergent in  the  washroom  to  help  the 

attendant  remove  the  

from  his  hands. 
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MANPOWER  DJWEtOPWr  TRAINING  PROGRAM 
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Teacher  Lg 


1,  Blackboard  phrases  to  introduce: 

Your  Job  As  An  Auto  Service  Attendant 


attach  the  pump  hose 
wipe  the  windshield 
ring  up  the  sales 
the  customex*  is  convinced 
check  the  air  in  the  tires 
figure  out  the  car's  needs 

II.  Blackboard  sentences: 


the  manager  ox‘  mechanic 

cost  of  repair 

inspect  the  blow»>by  system 

a stolen  or  cancelled  card 

the  work  ticket 

replace  the  radiator  hose 


1)  A station  manager  will  usually  tell  the  new  attendant  excactly  what 
his  duties  are. 

2)  Before  gas  is  pumped  into  the  car,  the  attendant  must  remember  to 
set  the  pump  register. 

3)  A clean  dip-stick  will  show  if  the  car  needs  oil. 

4)  An  attendant  will  never  estimate  the  cost  of  repair, 

5)  During  the  driveway  service,  the  car  hood  sho^x3.d  b©  raised  to  in- 
spect the  inside. 


tt  is  always  a good  idea  learn 
as  mach  as  poss i b I e about  the  Job  you 
plan  to  take,  it  is  a good  idea  to 
find  out  as  much  as  you  can  about  about 
the  work  even  before  you  begin  training 
for  a new  job;  The  more  Information 
you  have  about  the  kind  of  work  you 
will  have  to  do»  the  easier  it  wi  I i be 
for  you  to  decide  whether  the  job  or 
the  Job  training  is  right  for  you. 

A station  manager  will  usually  tell 
the  new  attendant  how  the  station  works, 
aOid  what  the  attendants'  duties  are. 

The  Job  is  almost  the  same  in  al I sta- 
tions, but  there  may  be  a little  diff- 
erence in  the  way  things  are  done  in. 
each  station.  The  manager  wi  I I 
usuaMy  tel  I you  what  you  need  to  know. 


In  all  stations  it  is  the  Job  of 
the  auto  service  station  attendant  to 
greet  the  customer  who  drives  up  to  the 
pump  for  gas.  It  is  always  a good 
idea  to  get  to  the  customer  quickly  and 
to  make  him  feel  that  you  are  happy  to 


give  him  service.  If  a customer  has 
to  wait  because  you  are  busy,  let  him 
know  that  you  will  t^ke  care  of  him  as 
soon  as  you  are  finished.  Me  is  more 
likely  to  wait  for  service  and  not  drive 
away,  if  you  gireet  him  and  tell  him  that 
you  will  be  with  hiim  in  a few  minutes. 
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Jf  a customer  has  come  I n 
the  attendant  will  show  him 
drive  the  car.  He  wii  I I then  tatke  off 
the  gas  cap  and  insert  the  pump  hose 
into  the  tank.  Before  the  gas  starts 
to  flow,  the  attendant  must  set  the 
pump  register. 


>1 


It  is  also  the  job  of  the  attend- 
ant to  wipe  off  the  windshield  and  the 
rear  window.  The  car  hood  should  be 
raised  to  check  oil  and  water  lievels. 
If  the  car  needs  oil.  or  a new  fan 
belt,  or  an'oil  filter,  the  attendant 
should  tell  the  customer.  A clean  dip 
stick  with  the  oil  level  showing, 
should  be  shown  to  the  customer.  He 
can  then  see  for  himself  where  the  oil 
level  is.  When  the  customer  sees  that 
the  car  needs  oil,  you  must  know  what 
grade  of  oil  his  car  takes. 


The  auto  service  attendant  is  also 
expected  to  check  the  air  in  the  tires 
with  a tire  gauge,  if  .the  customer  asks 
for  it. 

The  attendant  must  find  out  vihat 
other  services  the  customer  may  w.ant. 

If  he  does  not  know  what  he  needs,  the 
attendant  may  offer  services,  or  try  to 
figure  out  what  the  problem  is.  He  may 
need  the  help  of  the  service  manager  or 
of  the  mechanic  if  there  is  trouble 
that  he  cannot  spot. 

ERIC 


3 


loia  JOB  is  M AWO  SHtyiCB  turm 


mA  - E.  & 0 


The  attendant  has  to  write  up  the 
work  ticket.  Be  does, aot  est i mate  the 
cost  of  repair  or  of  labor. 

A car  which  is  brought  in  for  a 
lubrication,  may  be  driven  onto  the 
I ift  by  the  attendant.  He  may  also 
rai se  the  I ift. 

If  the  oil  has  to  be  changed,  this 
too,  may  be  the  job  of  the  attendant. 
For  the  lubrication,  the  manufacturer’s 
manual  or  chart  must  be  followed.  An 
auto  attendant  may  also  have  to  check 
the  transmission,  the  differential,  the 
brake  fluid  and  other  fluids  in  the 
power  parts. 

The  attendant  inspects  the  seals 
on  bearings,  inspects  and  cleans  the 
blow-by  system  in  the  engine,  if  there 
i s 0 ne  . 

Sometimes  an  attendant  may  have  to 
do  other  jobs  such  as  repacking  or  re-  . 
placing  front  wheel  bearings,  replacing 
air  filters,  and  changing  oil  filters. 

An  attendant  may  test,  charge  and 
install  a storage  battery,  replace  a 
sealed  beam  unit,  install  windshield 
wipers,  replace  radiator  and  heater 
hoses,  and  replace  a thermostat  or  fan, 
belt. 


After  an  attendant  has  pumped  gas 
into  the  car,  or  made  a sale  of  some 
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supplies,  he  takes  cash,  makes  change, 
and  thanks  the  customer.  In  some  cases 
he  may  ring  up  the  sales,  or  turn  the 
money  over  to  the  station  manager  to 
ring  up.  If  the  credit  card  is  used  for 
payment,  he  must  write  up  a credit  slip 
with  the  information  needed.  He  must 
check  to  see  that  the  credit  card  is 
not  stolen  or  cancel  led. 

There  are  many  tools  which  the  at- 
tendant must  know  how  to  use,  such  as 
the  screwdriver,  adjustable  and  socket 
wrenches,  and  pliers.  There  are  also 
many  kinds  of  equipment  which  he  uses, 
such  as  the  hydrometer,  tire  gauge, 
battery  tester,  hydraulic  lifts  and  jacks, 
reverse  flush  machine,  wheel  balancing 
machine,  air  machine  for  dismounting 
tires. 

A lot  of  information  about  servic- 
ing a car  is  found  in  the  manuals  pre- 
pared by  auto  manufacturers.  An  attend- 
ant must  look  at  these  manuals  regularly. 

An  attendant  may  have  to  drive  a 
customs r?s  car.  He  may  also  be  asked  to 
drive  the  station  car  or  truck  for  road 
service  or  to  pick  up  supplies. 
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YQUR_UQB  AS  AN  AUTO  SERVICE  ATTENDANT 

auEsmus 

1)  The  less  you  know  about  what  is  ex- 
pected of  you  on  the  job,  the  better 
off  you  will  be.  True  or  False? 

2)  In  al I stations,  it  is  the  Job  of  the 

auto  service  attendant  to  

who  dr  i ves  i n . 

3)  A customer  wi I I wait  for  service 

a)  if  he  has  a lot  of  time. 

b)  if  he  roust  have  the  service. 

c)  if  you  greet  him  and  promise  to 
be  with  him  in  a few  minutes. 

4)  During  driveway  service,  an  attendant 
should  not  bother  the  customer  with 
other  needs.  True  or  False? 

5)  Information  on  servicing  a car  should 
be  gotten  from 

a)  the  station  manager. 

b)  the  mechanic 

c)  the  manual,  whenever  possible. 


. MANPOtv'SR  DEVELOPICTT 'TRAINING  PROGRAM 
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LANGUAGE  TiiSSCN 

FOR  YOUR  JOB  AS  AN 

AUTO  SERVICE  ATTENDANT 

il 

PHONEMES  V;iTH 

SHORT  "a» 

BLACKBOAliD  PHRASES:- 

an 

as 

ir  ■ m»» 

ac 

station  manager 

gas  tank 

radiator  cap 

exiict  amoimt 

auto  mechanic 

worn  gaskets 

application  blank 

charge  account 

cancelled  card 

assistant  manager  self-tapping  screws 

tool  rack 

service  manual 

passenger  car 

recapped  tires 

steel  brackets 

annual  tire  sale 

coarse  rasp 

hose  adaptor 

spray  lacquer 

loose  fan  belt 

ma.eter  cylinder 

road  map 

practical  experience 

BLACKBOAliD  SENTENCES:- 

1.  The  doors  of  the  car  would  not  close  properly  because  of  the 
worn  gaskets. 

2,  He  used  a coarse  rasp  instead  of  a fine  rat-tail  file. 

3-  Two  new  steel  brackets  were  installed  to  hold  the  tail  pipe 
in  place. 

4.  Many  station  managers  will  give  their  employees  a raise  after 
they  have  gotten  some  practical  experience  on  the  job. 

5.  Complete  instructions  on  how  to  service  each  car  model  may  be 
found  in  the  manufacturer's  service  manual. 


MAflPOWER  DEVELCPMEiiT  TRAINING  PROGRAM 
BROOKLYN  ADULT  TRAINING  CEMTfiR 

YOUR  JOB  AS  AN  AUTO  SERVICE  ATTliKDANT  //3  TSACHEE»S  OUTLINE 

HCMLTOK  ASSIGm^ENTt- 

NAME GLASS DATE TEACHER 

1,  An  attendant  must  be  careful  to  clieck  the  customer*  s credit  card 

to  see  that  it  is  not  a 

2,  A vell-inin  service  station  has  all  of  its  tools  neatly  hung  on 

Ci*  Q 

3.  The  cap  should  always  be  replaced  on  the  

so  that  no  brake  fluid  leaks  out* 

4.  The  station  reduced  the  price  on  all  of  its  tires  during  the 


5. 


A good  auto  service  station  attendant  may  some  day  become 


MANPOWER  DEVELOPMENT  TRAINING  PROGRAM 
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Basic  Education  Department  ASA  - E.  & D. 

Teacher  *s  Giaide 


I.  Blackboard  phrases  to  introduce! 

THE  ATTENDANT  IS  A SALESMAN 

responsible  for  running  the  station  driveway  service 

the  success  or  failure  cleaning  the  windshield 

meets  the  customer  a lot  of  travelling 

have  contact  with  the  customer  moved  millions  of  times 

come  in  for  gasoline  between  gas  station  visits 

check  the  cooling  system  danger  points 

serious  expense  or  injury  the  minimum  service 

II*  Blackboard  sentences 

1)  The  proper  service  to  a car  will  prevent  serious  damage. 

2)  The  success  or  failure  of  a station  depends  a lot  on  the 
attendant. 

3)  The  car  parts  move  millions  of  times  between  gasoline-fill- 
ups. 

4)  The  man  who  meets  the  customer,  will  keep  the  customer  or 
lose  him. 

5)  Di*iveway  service  will  either  make  or  break  a service  station. 
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B«idlng  Coiqpr«h«n9loii 

lat-AIKimAfiil-IS-A^SALLSMM 

An  auto  service  station  manager  is 
a very  important  person.  He  is  respon- 
sible for  running  the  station,  for  manag- 
ing the  work,  and  for  keeping  the  station 
in  business.  But  a large  part  of  the 
success,  or  failure,  of  a service  station 
depends  on  the  attendant. 

The  attendant  is  the  man  who  meets 
the  customer.  It  is  his  service  and 
manner  which  will  keep  the  customer  and 
bring  in  wock.  Very  often  the  attendant 
will  give  good  service , and  wi  I I also 
know  how  to  sell  the  customer  parts  and 
service  that  will  keep  the  car  in  good 
shape,  and  bring  business  to  the  shop. 

Motorists  come  in  tor  gasoline 
more  often  than  tor  any  other  service. 
That  is  why  driveway  service  is  so  im- 
portant. There  is  much  more  to  drive- 
way service  than  pumping  gas,  checking  . 
oil  and  water,  and  cleaning  the  wind- 
shield and  rear  window. 

Most  often  a car  travels  a hundred 
miles  or  more  before  it  is  brought  in  to 
fill  it  up  with  gasoline.  During  this 
time  between  fill-ups,  the  car  has  done 
a lot  ot  travelling,  and  its  parts  have 
moved  millions  of  times.  These  parts 
have  gotten  hot  enough  to  melt. 

The  machinery  parts  should  be 
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checked  every  once  in  a while.  There  ;ls 
a lot  that  can  happen  to  a car  between 
gas  station  visits.  There  is  a lot  that 
can  go  wrong  with  the  tires,  cooling 
system,  the  engine,  or  the  brake  system. 
If  these  danger  points  are  not  checked, 
there  may  be  serious  expense  or  injury. 

The  minimum  service  that  should  be 
given  at  the  pump  is: 

I.  Deliver  the  gasoline. 

2..  Clean  the  windshield  and  rear 
window. 

3.  Check  the  cooling  system. 

4.  Check  the  motor  oil. 

5.  Check  other  needs. 

The  greatest  opportunity  for  sell- 
ing comes  from  ’’checking  needs.”  This 
may  turn  out  to  be  the  most  important 
service  given  by  the  attendant.  A tank 
full  of  gas,  and  clean  windows  are  im- 
portant, but  they  will  not  help  the 
driver  very  much  if  he  is  in  tor  seri- 
ous mechanical  trouble.  An  attendant 
^ who  is  servicing  a car  has  the  oppor- 
tunity to  find  out  if  there  are  .troubles. 
If  the  fan  belt  looks  worn,  if  the  car 
is  overdue  for  a lubrication,  the  atten- 
dant should  cai  I the  driver’s  attention 
to  these  important  needs.  I n doing  so 
he  is  helping  the  driver  and  helping 
the  business  of  the  station. 
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That  is  why  sci'es  and  service’ 
l.and  in  hand.  The  sharper  the  attend 
ant's  eye  in  spotting  car  needs,  the 
better  the  service  and  the  better  the 
sales. 


MANPOWER  DEVELOPMENT  TRAINING  PROGRAM 
BROOKLH^  ADULT  TRAINING  CENTER 


Basic  Education  Department 


ASA  ' E.  & D. 


Name 


Class 


Date 


Teacher 


m£-AII£MDANI,_lS_A_.SAL£SMAM 

flU£SIiDMS 

1)  A good  station  manager  is  all  xhr 
needed  for  the  success  of  a service 
station.  True  or  False? 

2)  Keeping  the  car  in  good  shape  is  good 

for  the  , good  for  the 

0 

- — * and  good  for  * 

3)  Motorists  drive  in  to  a station  mostly: 

a)  for  an  engine  tune-up 

b)  for  a tire  check 

c ) for  gaso 1 i ne 


4-)  A car  usually  travels  more  than 

between  fill-ups.. 


Checking  the  danger 
serious 


points  can  prevent 


T.O.  (4) 


' I POWER  DEVELOPMENT  TRAIKIi»  EROq^"")! 
A.S.A.  - "E  and  D" 


Language  Lesson  for  The  Attendant  is  a Salesman 


1.  Blackboard  Phrases: 
eel 

steering  wheel 
peeling  paint 
windshield  wipers 
auto  dealer 
stainless  steel 


ee  forms 

eeo 

move  the  creeper 
drive  a jeep 
cheaper  model 
steep  hill 
meet  people 


eet 

gi*eet  the  customer 
safety  seat-belts 
cheek  the  meter 
retail  prices 
radio  and  heater 


11«  BlackboaxHi  sentences: 

1)  The  car  had  very  slow  pick-up  when  it  had  to  climb  a steep  hill. 

2)  An  attendant  is  expected  to  greet  customers  in  a pleasant  manner. 

3)  A set  of  new  blades  had  to  be  installed  on  the  windshield  wipers; 

4)  The  customer  decided  to  save  mon^r^  by  trading  in  his  big  car  for 
a eheaper^imodel. 

5)  The  attendant  knew  that  he  would  have  to  move  the  creeper  away  when 
he  emptied  the  engine  crankcase. 


MANPOWSa  DEVELOPMENT  TRAINING  PROGRAM 
BROOKLYN  ADULT  TRAINING  CEMTEH 


THE  ATTENDANT  IS  A SALESMAN  #4 


TEACHER,  «S  OUTLINE 


HOMEKORK  ASSIGMSNT: 


a«s.a,-''«i  and  d" 


NAME 


GLASS 


DATE 


TE,A,CfiER 


1.  If  the  attendant  is  too  busy  to  wait  on  the  new  customer > it  is 


a good  idea  to 


,and  ask 


him  to  wait, 


2.  There  is  less  danger  of  rust  when  auto  parts  are  made  of 


3.  The  auto  safety  laws  rerr^i  .re  that  new  cars  be  equipped  with 


4-  When  the  manufacturer  raises  the  price  of  auto  parts,  the  dealers 


usually  raise  the 


5*  The  mechanic  warned  the  driver  that  too  much  use  of  the 


and 


would  cause  a drain  on  the  battery. 


Blackboard  phrases  to  introduce: 


GETCTG  DH^,SSED  FOR  WORK 


each  type  of  work 
safe  jobs  “•  dangerous  jobs 
cause  a lot  of  trouble 
strong  pair  of  shoes 
shoes  that  give  no  support 
make  the  gro\md  slippeiy 
greasy  and  dirty 
a bad  impression 


toe  gua.rd.s  bin.lt  in 
oil  and  water  resistant 
matching  work  pants  and  shirt 
a urdform  rental  outfit 
embroidered  najne 
fifty-fifty  basis 
taking  money  and  making  <Aange 
keep  reasonably  clean 


Blackboard  sentences* 

1)  Each  type  of  work  has  its  special  tools  and  special  clothes, 

2)  Shoes  that  give  no  support  are  uncomfortable , and  dangerous . 


3)  Oil  and  water  make  the  floors  in  the  gas  station  very  slippery. 


4)  Many  unifoms  are  supplied  by  a uniform  rental  outfit. 

5)  Hands  shonald  be  clean  v/hen  taking  money,  making  change,  or 


writing  out  a credit  slip 


BiuKLe  BittOictiiott 
K«tt4ia% 


Then 
trade,  s 

ing  which  is;  proper  for  each  type  of 
work.  Your  safety  at  work  may  depend 
on  your  being  properly  dressed  for  the 
job.  Dressing  safely  is  Just  as  impor- 
tant in  the  so-called  “safe"  job^  as  it 
is  in  the  “dangerous"  jobs. 

Very  loose  clothing  may  keep  you 
cool  In  the  summer,  but  loose  clothing 
can  get  caught  in  a piece  of  moving 
machinery,  and  cause  a serious  accident. 
A long  tie  that  hangs  down,  or  torn 
sleeves  can  cause  a lot  of  trouble. 
Pictures  of  attendants  usual ly  show  them 
wearing  bow  ties.  Bow  ties  are  shown 
not  only  because  they  look  good,  but  be- 
cause they  are  safer. 

An  attendant  must  be  careful  about 
the  shoes  he  wears  to  work.  He  needs  a^ 
good,  strong  pair  of  shoes  to  support 
his  feet  because  he  wril  be  on  his  feet 
all  day...  Nothing  spoils  a day  like 
feet  that  hurt  because  of  shoes  that 
give  no  support. 

Sneakers  or  sport  shoes  of  any 
kind  are  definitely  out  for  the  auto 
service  station  attendant.  They  give 
the  feet  no  support,  and  can  be  danger- 
ous. In  the.  wi  nterlj;  sneakers  give  the 
attendant  no  protection  from  the  cold. 


e are  specia'ii  -to 


■ ' 


o,  too.  Is  there  special  cllpth 


If  a heavy  article  should  fal  I froei  a 
shelf  and  land  on  an  attendant's  foot 
he  may  be  in  serious  trouble.  The  oil, 
water,  and  gasoline  that  are  fipund  ®n 
the  floor  in  a service  stati on  make  the 
ground  very  SI ippery.  Walking  on  si ip- 
pery  ground  with  sneakers  is  always 
dangerous. 

Special  work  shoes  are  made  for  the 
trade.  These  shoes  usually  have  a neo- 
prene sole  and  heel  and  are  oil  and  water 
resistant.  Some  of  these  shoes  are  also 
made  with  steel  toe  guards  built  in. 

In  well-run  service  stations,  the 
men  usually  dress  alike.  The  dress  may 
consist  of  matching  work  pants  and  shirt, 
work  shoes  and  a ski  cap.  in  some 
places  all  of  the  attendants  wear  cover- 
alls of  the  same  Color.  The  color  will 
depend  on  the  name  of  the  gas  station, 
Shel i station  attendants  wi 1 I wear  one  . 
color,  Mobil  station  attendants  another 
color  and  so  on. 

ADTO  SEB71CB  STATIOS  ATTiaiBjUg  IIIIIl»OffltS 


Many  auto  service  station  attend- 
ants wear  uniforms  at  work.  You  have 
probably  noticed  how  nice  these  uniforms 
look  when  they  a^re  fresh  and  clean.  In 
some  cases  the  employer  gets  the  uni- 
forms from  a uniform  rental  outfit. 

Each  man  is  measured  for  size,  and  often 
his  name  is  embroidered  on  the  left  poc- 


ket of  the  6h  irt  or 


jacket.  Sometimes 


» 


■ ■ ' 

■* 


ASA  - I.  & D. 


the  name  of  the  station 
the  shirt. 


is  printed  on 


ons 


as 


cleaning  or  laundering 
uniform.  In  other  cases,  the  at 
tendant  and  the  employer  share  the  cost 
of  cleaning  on  a fifty-fifty 


^ f O'*  « 


a smal I stati on,  a 
have  to  buy  his  own  uniform 
for  its 


IS 


The  upkeep  of  a uni  farm  is  as  im 
portant  as  the  uniform  itself.  Perhap 
upkeep  Is  even  more  Important, 
even  the  finest  uniform  will  get 
and  dirty,  will  need  mending  now  and 
then,  If  it  is  to  continue  to  look  good. 
A messy- I ook i ng  uniform,  and  a messy- 
looking  attendant  give  the  customer  the 
feeling  that  the  station  is  a mess  or 
poorly  run.  That  Is  why  it  is  important 
that  the  attendant  be  dressed  properly 
and  be  neat  and  clean.  Hair  must  be 
cut  and  combed.  Hands  should  be  wiped 
after  each  job  so  that  they  loo 
clean  whjen  the  attendant  is  taking 
money  and  making  change,  or  writing  out 
a credit  si  tp.  You  can’t  expect  to  wipe 
a windshield  and  get  it  clean,  if  your 
hands  are  greasier  and  dirtier  than  the 
windshield.  An  attendant  w»ho  needs  a 
shave  will  make  a bad  impression  on  a 
customer.  Of  course,  it  is  not  possible 


•'*'  ^ 


Ti ' 

QBmwa  BKgyffin  tfORK  ASA  - S,  ifc  K 

t • ^ ■ ' 

to  keep  your  uniform  and  hands  and  face 
spotless  while  you  are  working,  ^fWt  it 
is;  possible  to  keep  reasonably  clean 
while  on  the  job.  The  customer  expects 
to  be  greeted  by  a clean  attendant,  and 
the  boss  will  usual  iy  insist  upon  it. 


i ; 

.MANPOWER  DEVELOPMENT  TRAINING  PROGRAM 
BROOKLYN  ADULT  TRAINING  CENTER 
TEACHER »S  OUTLINE  a.s.a*-»e  and  d» 


UNGUAGE  LESSON  FOR  GETTING  DRESSED  FOR  WORK 

LONG  »a»  ams 


I.  BLACKBOARD  PliRASESj- 


commission  on  sales 
■water  pail 
broken  tail  pipe 
engine  failure 
retail  price 


as 

fifty-fifty  basis 
engine  crankcase 
race  the  engine 
waste  gas 
parld.ng  space 


ar  an 

spare  tire  make  change 

vrheel  bearings  change  of  oil 

fair  price  drain  the  crankcase 

air  filter  dangerous  jobs 


*>ation”  ending s 


map  information  service 
engine  lubrication 
job  application 
car  registration 


dangerous  occupation 
vacation  pay 
New  York  City  population 
parking  violation 


blackboard  SENTENCES:-. 

!•  Every  service  station  island  should  have  a water  pail  vdth  distilled 
water  for  the  battery. 


2.  Great  care  must  be  taken  to  protect  the  eyes  when  the  attendant  has  to 
• drain  the  crankcase. 

3.  The  lift  is  alvjays  used  for  an  engine  lubrication. 

4*  Customers  are  likely  to  return  to  a service  station  if  the  service 
is  good  and  the  prices  are  fair. 

5.  It  is  a dangerous  practice  to  drive  a car  vdthout  a spare  tire 
in  the  trunk. 


\ 

\ 
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MAMPCWER  DEVELOPMENT  TRAININO  PROGRAM 
BROOKLYN  ADULT  TRAINING  CENTER 

TEACHER »S  OUTLINE  a.9.a*-»e  and  d" 

HOMEWORK  ASSIGNMENT  FOR  GETTING  DRESSED  FOR  NORK  #5 

NAME_ CUSS ^DATE TEACHER 

FILL-IN 

1*  If  a car  ovm«r  vaits  too  long  to  take  the  car  in  for  a 

: » there  may  be  serious  damage  to  the 

engine. 

2f  Most  service  stations  are  prepared  to  help  drivers  plan  a tr:*p  by 
providing  a • 

I 3»  In  many  stations,  the  cost  of  the  attendant *s  uniform  is  shared  by 

the  employee  and  the  station  on  a . 

Good  auto  maintenance  is  the  best  way  to  avoid 

1 ^ . . . . ..  ■ • 

i 

I 

I 5*  An  attendant  may  make  extra  money  each  week  through 


I 

i 

j 


V 
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MAIJPOWER  DS7EL0PWSNT  TEAIKIHG  PfiOGHAM 
BfiOOKLYS  ADULT  TaAIHISG  CE»m 


Basic  Education  D^qpartmout  ASA  - E.  & D. 

Toaohor's  Guido  1./: 

*f«®e Claaa  Dato  Toachor 


X*  Blackboard  phraoos  to  iutroduco: 

Tho  Servico  Statioa  layout 


tho  layout  is  planned 
convoalont  for  soryico 
wi3J.  not  block  traffic 
roDdad  the  custoiKiftr 
tho  caetomtr  may  docide 
keep  track  of  the  supply 

IX  • . Blackboard  sentcfnces. 

1)  The  layout  is  planned  to  make 
and  practical* 


avoid  traffic  jams 
interfere  with  other  cars 
parts  and  accessories 
radiator  sealer  and  rust  ihlbitor 
reordering  an  iten 
a variety  of  nuotor  oils 

all  the  parts  of  a station  conveniei^t 


2)  Placing  the  pumps  in  the  center  is  convenient  for  service, 

3)  Imagine  idiat  a meee  there  would  be  if  a car  stopj^od  in  front  of  the 
gasoline  pumps. 

4)  If  the  water  sprays  were  up  front,  they  would  interfere  with  the  cars 
getting  gas. 

5)  Tho  supply  room  will  usually  contain  a variety  of  motor  , oils,  radiator 
sealer  and  rust  inhibitor. 


BRoomw  ’ ADiiyr  %‘BAXiiim  cwm 

BuSic  Education  Departinent 


ASA  - E.  & B. 


IME_SEEn££_SIAnBJ^-LAIflliI 

Have  you  ever  noticed  that  most  serv- 
1 ice  stations  look  alike,  and  seem  to  have. 
..the  same  equipment  in  the  same  place?  This 
is  no  accident.  Service  stations  are  laid 
out  in  the  same  «ay  because  the  layout  is^ 
planned.  The  layout  is  planned  to  make  all 
the  parts  of  a station  convenient  and 
practical. 

The  pumps  are  located  in  the  center 
for  a very  good  reason.  Most  drivers  pull 
up  to  a serv'CiS  station  becaus,e  they  need 
gas.  Placing  tho  pumps  in  the  center  is 
convenient  for  service,  and  for  advertis- 
ing. The  gas  pumps  can  be  seen  easily. 

The  air  compressor,  or  a.ir  dispenser, 
on  th'e  other  hand,  is  off  to  a side.  In 
this  way,  cars  needing  air  for  the  tires, 
will  not  block  traffic  around  the  pumps. 
Imagii^e  what  a mess  there  would  be  if  a 
car  stopped  to  get  air  for  the  tires  in 
front  of  the  gasoline  pumps! 

The  Lubrication  Bay  is  usually  found 
on  the  right  hand  side  of  the  station,  as 
you  drive  in  from  the  street.  This  too 
was  planned  for  a good  reason.  This  was 
probabily  done  to  remind  the  customer  driv- 
ing in  for  gas,  that  he  needs  a lubrica- 
tion Job.  Since  a lubrication  Job  does 
not  take  too  long,  the  customer  may  decide 
to  stop  and  have  it  done. 


THB  3BBWCE  STATIOM  UgOOT 


ASA  - E.  & D. 


The  washing  bay  in  the  station  is 
often  in  the  back  of  the  station.  This  tutc 
was  designed  to  avoid  traffic  jams  up  froftt 
If  the  water  sprays  were  operated  in  front 
they  might  also  interfere  with  other  cars. 

• Water  mixed  with  oil  and  gas  around  the 
pumps  would  make  that  area  very  si ippery 
and  dangerous. 

The  supply  rooms,  the  office,  the 
rest  rooms,  and  the  employee  washing  areas 
also  are  put  where  they  are  needed  to  make 
thfe  station  a convenient  place  for  working. 

t 

All  service  stations  have  a place  set 
aside  for  the  storage  of  tools  and  equip- 
raent.  There  is  a tool  rack  to  which  all 
tools  should  be  returned  after  use. 

Supplies  are  also  kept  on  racks. 

Most  stations  keep  on  hand  a good  supply 
of  parts  and  accessories  which’  are  used. 

The  supply  room  will  usually  contain  oil 
fitters,  spark  plugs,  fan  belts,  wind- 
shield wipers,  mirrors,  batteries,  and 
other  popular  items.  The  supply  room  will, 
also  contain  a variety  of  motor  oils, 
radiator  sealer  and  rust  inhibitor,  and 
cleaning  compounds.  A check  of  supplies 
iis  kept,  and  an  attendant  who  notices  that 
a.  popular  product  is  running  out  should 
remind  the  manager  about  reordering  this 
i tern . 

In  some  stations  an  attendant  keeps 


THE  SERVICE  STATIOW  LA^gQlff 


track  of  the  supply  of  materials.  He  will 
be  asked  to  check  in  an  order  of  supplies, 
and  to  make  an  order  of  materials  w-hich  are 


in  short  supply. 


1 
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DSmOPMOT  ffiHiOnM  PKOGRAM 
BEoorai  ADULT  THiiiiiffia  ciiium 


Basic  Education  D&p&:^mnt 
Sp@mag  Drill 


- E.  '&  D. 


Nams 


Glass 


Data. 


Tiitachar 


IliE_SE£Il££-SIAlILfiiil-.LAim 

When  a syllable  with  a short  vowel  ends  in 
a "k"  sound,  the  spelling  is  always  "ck” . 


^ ' supp I y check 
dip  stick 
tool 


house  wrecker 
engine  block 
trucking  business 


Words  of  more  than  one  syllable  that  end  in 
" i c k”  are  spelled  "i£". 

hectic  weekend 
traffic  jams 
plastic  wrapping 
acrylic  paint 

Eiii«la_Ml±l3_iM-.£i2nE££±„£aelIiiMi  • 

I)  He  was  worn  out  on  Monday  after  his 

weekend* 


fantastic  bargain 
drastic  reductions 
antiseptic  bandage 
auto  mechanic 


2)  You  raa 
af  te  r 

3)  The 
it  in 


wash  the  brushes  in  water 
u use  an  _ paint. 

will  stay  fresh  if  you  put 


4)  After  the  fire,  the  manager  made 

on  ai  I damaged 

items, 

5)  Some  of  the  damaged  items  that  are 

reduced,  are  a 

6)  The  doctor  dressed  the  wound  with  ah 

_ ,,  to  prevent  infection 
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THE  SERVICE  STATION  LAYOUT 


ASA  - EAB 


1.  The  pumps  in  the  center  are  convenient 

for and  for . 

2.  It  is  more  important  for  a station  lay 
out  to  be  reautiful  rather  than  prac- 
tical. True  or  False? 


3.  The  air  compressor  or  air  dispenser  is 
located : 

#.)  in  the  middle  of  the  island. 

b)  next  to  the  gas  pumps. 

c)  off  to  a side,  away  from  the 
pump  traffic. 

4.  A customer  may  decide  to  have  a lubri- 

cation job  done  if  he  is  told  that  it 
will  not  take ; . 

5.  Tools  and  supplies  are  stored  on 


er|c 


MANPOWEa  DEVELOPMENT  TEAINING  PROGRAM 
BROOKLYN  ADULT  TRAINING  CENTER 

TMCmiS  OUTLINE  and  d» 

HCmv;0RK  ASSlGIjMENT  FOR  THE  SERVICE  STATION  UlYOUT  /j^6 

SHORT  »i»  FORMS 

_CLASS_ ^DATE TEACHER  

FIL?>IN 

1.  It  is  ntc&BSB.rj  to  vipe  the  , clean 

before  putting  it  into  the  engine  crankoase. 

2.  An  attendant  ma.j  suggest  that  a bo 

added  to  the  radiator  when.it  is  flushed  and  refilled. 

jJ.  In  some  stations^  an  attendant  may  be  asked  to  prepare  a 
- - • for  the  boss  to  order, 

4«  Sneakers  are  dangerous  in  an  auto  service  station  because  grease 
and  oil  make  the  ground  • 

5.  The  battery  voltage  meter,  and  the  hydrometer  are  pieces  of 
used  in  a service  station. 


MANPOWER  DEVELOPMENT  TRAINING  PROGRAM 
BROOKLYN  ADULT  TRAIiaNG  CENTER 


TEA  CHERTS  OUTLINE  a.s.a.-''©  and  d» 

LANGUAGE  LESSON  FOR  THE  SSR,VICE  STATION  lAYOUT  §6 

SHORT  »i««  FORMS 

1.  BLACKBOARD  PHRASES:- 


testing  equipment 
trip  over  tools 
oil  dipstick 
get  a tight  grip 
trigger  grip  handle 
slippery  ground 


is 

service  station 
list  of  supplies 
replace  distributor  points 
piston  fire  ^ 


rust  inhibitor 
distributor  cap 
smoking  prohibited 
auto  accessory  distributor 


il-  blackboard  SENTENCES;- 

1.  It  is  dangerous  to  wear  sneakers  at  v;ork  v/here  the  ground  may  be 
slippery  because  of  grease  and  oil. 

2.  If  the  gas  mixture  is  not  the  right  one,  the  pistons  vdll  not 
, fire  p*  operly. 

3.  If  a station  is  not  run  well,  and  attendants  forget  to  put  tools 
away,  someone  may  be  seriously  hurt  tripping  over  tools. 

4.  A good  rust  inhibitor,  added  to  the  radiator,  will  prevent  rust 
and  damage  to  the  radiator. 

. '‘Smoking  prohibited"  si^ns  near  gas  pumps  should  always  be 
observed  by  both  the  customers  and  the  station  employees. 
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\ BROOKLYN  ADULT  TRAIMIHa  CJENTJB^'  j 

Basle  Bducatlon  Dspartnent  iSA  -•  E#  At  D* 

Teacher «s  Guide 

I.  Blackboard  Phrases  To  Introduce t 

The  Service  Station  Island 

land  surrounded  by  water  distilled  iwater 

equipped  vdth  an  oil  spout  specially  purified  water 

battery  water  dispenser  bolted  to  a po3.e 

inserted  into  the  can  attractive  to  the  customer 

play  an  inqsortant  role  completely  surrounded 

XI « Blackboard  sentences. 

1)  For  the  attendant  the  island  is  probably  the  most  important  part  of 
the  etation. 

Z)  An  island  is  usually  equipped  with  an  oil  spout,  a water  pail,  a 
battery  water  dispenser,  and  a towel  holder. 

3)  The  spout  is  inserted  into  the  can  of  oil  and  makes  it  easier  to  pour 
the  oil, 

4)  A paper-  towel  is  used  to  wipe  the  oil  dip  stick  so  that  the  attendant 
can  read  the  oil  level. 

5)  Bays  are  usually  off  to  the  side  of  a station  with  a sign  teUing  you 
which  bay  it  is. 
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Unlike  an  ordinary  island,  which  is 
^ of  land  surrounded  by  water,  the 

service  station  island  is  the  spot  in  which 
the  gasoline  pumps  are  located.  It  prob- 
ably got  i ts  name  beckuse  it  tooiscom-r 
pletely  surrounded,  the  service  station 
island  is  usually  in  the  middle  of  the 

is  a very  important 
To  the  attendant,  it 
important  part. 


station.  The  island 
part  of  the  station, 
is  probably  the  most 


Thpre  are  many  other  things  found  on 
a service  station  island  besides  the  pumps. 
An  island  is  usually  equipped  with  an  oil 
spout,  a water  pail,  a battery  water  dis- 
penser, and  a towel,  holder. 

The  island  is  the  first  spot  a cus- 
tomer sees.  It  should  look  neat  and  at~ 
tractive  to  the  Customer. 

The  oil  spout  is  used  when  oil  has  to 
be  added  to  the  engine.  The  spout  is  in- 
serted into  the  can  of  oil,  and  makes  it 
easier  to  pour  the  oil.  After  it  is  used, 
it  should  be  wiped  clean,  and  replaced  in 
its;  normal  place. 

The, water  pai I is  used  to  add  water  to 
the  radiator  of  a car.  it  too  must  be  kept 
clean  and  free  of  all  dirt. 

A battery  Water  dispenser  is  usually 
found  on  the  island  too.  The  battery  water 


m SERVICE  STATION  ISLAND 
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is  disti I led  water,  and  should  be  kept  es- 
pecially for  the  battery.  Distilled  water 
IS  specially  purified  water.  Of  course 

too^  i^ust  be  kept  aut  of  the  battery  water 

Most  islands  also  contain  a towel 
holder,  bolted  to  a pole.  Paper  towels 
play  a,  very  important  role  in  the  atten- 
dant's work  day.  A paper  towel  is  used  to 
wipe  the  oil  dip  stick  so  that  the  atten- 
dant can  read  the  oi 1 level.  Towels  may 
Iso  be  used  to  wipe  the  windshield  and 
rear  window.  The  attendant  also  makes  use 

the  towels  to  clear,  his  hands  while 
work  I ng , 


Bav  ®®f‘vice  are  called 

lub^irat^  stations  have  a washing  bay,  a 
ub.  I cat  ion  bay.  and  a small  repair  bay. 

it  is  ’ ® SI  gn  tel  I ing  you  which 
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I) 


QiiESIlflNS 

The  service  station  island 
because : 


is  important 


a)  All  of  the  big  jobs  are  done  there. 

b)  The  station  signs  are  on  the  island. 

c)  The  largest  part  of  the  station's 
business  takes  place  on  the  island. 

The  pumps  are  the  only  things  found  on  an 
island*  True  or  F s I se ? 

i)  A spout  makes  it to  pour  the  oil 

into  the  engine  crankcase.  . 

I-J  Clean  or  distilled  water  may  be  needed  in 
the:,, 

a) 

b) 

>)  In  most  stations,  the  towel  holder  is 
— — to  a pole. 
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TEA CHER »S  OUTLINE 

a. 

LANGUAGE  LESSON  FOR  THE  SERVICE  STATION 

ISLAND  //7 

LONG  >’i» 

FORMS 

1.  BLACKBOARD  PHRASES:- 

service  station  island 

off  to  a side 

meter  dials 

purified  mter 

hydrometer  reading 

increased  mileage 

high-test  gas 

once  in  a while 

hydraulic  brakes 

files  and  rasps 

fire  extinguisher 

td.ndshield  wipers 

tire  treads 

type  or  model 

diagonal  cutting  pliers 

wiped  clean 

slip-joint  pliers 

wheel  alignment 

hydraulic  lift 

danger  signs 

service  guide 

shining  and  clean 

II.  BLACKBOARD  SENTENCES:- 

1.  Fire  extinguishers  are  placed,  throughout  the  service  station  for 
quick  use  in  an  emergency, 

2.  Files  and.  rasps,  for  fine  and  coarse  filing,  are  kept  on  racks  in 
the  tool  room. 

3.  Slip-joint  pliers  are  adjustable,  and  may  be  used  for  many 
different  types  of  jobs,  and  for  different  siaes  of  nuts  and  bolts 

4.  Poor  >dieel  alignment  may  cause  uneven  wear  on  tires. 

5.  A good  attendant  will  spot  danger  signs  in  a car  before  the 
trouble  gets  serious. 


MANPOWER  DEVELOPKENT  TRAir^NG  PROGRAM 
BROOKLYN  AIXJLT  TRAINING  CENTER 


TEAdiER^'S  QUTLINli: 

ASSIGNMENT  Fm  THE 


SERVICE  STATION  IS  LA  NO  M'f 


and 


d" 


LONG  »i''  FORMS 


NAME 


CUSS 


DATE 


TEACHER 


IILL-IN 


1.  Pneumatic  brakes  operate  with  air,  and 


operate  td.th  fluid. 


2.  If  tho  tires  are  wearing  tmevenly,  the  oar  may  need  a 


3.  

higher  octane  rating  than  regular  gas. 

4.  When  water  is  needed  in  the  oar  battery,  only  distilled  or 


should  be  used. 


5. 


The  proper  type  of  gas. 


and  the  proper  service  will  give  the 


driver 


mmsmL  imwomm  tminxkg  mmsm 
moon/m  AD0LT  mamm  cintise 

Baaic  Education  Department  ASA  « E.  & D. 

Teller's  Guide 


1m  Blackboard  Fhraees  To  Introduce: 

Housekeeping  Chorea 

clejstn-up  jobs  are  shared  properly  cleaned  and  replaced 

maintenance  of  tools  and  ©quiijmeat  reassemble  the  job 
skilled  mechanics  quickly  and  efficiently 

an  ox^ierly  tool  roccs.  gets  on  ©ver/one’s  nerves 

touch-up  paint  jobs  have  more  confidence 


I.  Blackboard  sentences. 

1)  In  mat  stations,  th®  housekeeping,  chores,  or  clean-up  jobs  are 
shared  by  all  the  attendauits. 

2)  Nobody  likes  to  go  looki.ng  for  tools  that  have  not  been  properly 
cleaned,  or  replaced,  after  use. 

3)  Sooner  or  later  someone  is  going  to  tell  him  off  because  of  his 
sloppy  habits. 

4)  A screvidriver  or  wrench  and  extension  cord  or  3i,ght,  a dolly  or 
jack  left  out,  can  cause  a serious  fall. 

5)  Never  leave  small  parts  in  the  pocket  of  your  unifom. 


(towm  miMuoimm  TiuxHiKa  fmdhjm 
BBOOKiar  ADIJLT  TRAINIKa  CaSNTEft 


ASA  « E,  & D. 


Basic  Education  B^Hmont 


Every  service  station  must  be  kept 
neat  and  clean.  This  is  important  not 

if 

only  for  the  customers,  but  for  the  people 
who  work  in  the  station  as  well.  In  most 

4t  » ^ 

stations,  the  housekeeping  chores,  or 
clean-up  jobs  are  shared  by  all  the  atten- 
dants. The  men  take  turns  at  cleaning 
•and  sweeping  the  station  and  washrooms. 
There  are  touch-up  paint  jobs,  window- 
washing, and  the  maintenance  of  tools  and 
equipment.  These  chores  are  usually  shared 
too. 

Cleaning  up  is  part  of  almost  every 
job,  in  every  shop.  A boss  expects  the 
men  to  c I ean  up  after  themselves.  This  is 
even  true  of  very  skilled  mechan i cs  in 
machine  shops,  in  metal  shops’  and  in  al- 
most every  i ndustry . 

In  an  auto  service  station  the  clean- 
up chores  are  usual ly  shared  by  al I of  the 
attendants.  The  man  who  is  a sloppy  worker 
will  get  into  trouble  not  only  with  the 
boss,  but  with  the  other  men  in  the  shop. 
Nobody  I i kes  to  use  a washroom  tha,t  has 
been  left  in  a mess  by  somebody  else.  No- 
body likes  to  go  looking  for  tools  that 
have  hot, been  cleaned  properly  or  replaced 
after  used . Th is  kind  of  sioppiness  gets 
on  everyones  nerves  and  usually  leads  to 
troub I e. 
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I)  Ciean-up  chores  are by  ai  i the 

attendants. 


2)  Neatness  and  orderliness  on  the  part  of 
an  attendant  is  important  because: 


a)  the  boss  will  be  pleased. 

b)  the  customers  will  not  see  the 
mess.. 

c)  it  makes  the  station  work  easier 
and  smoother  for  all  the  attendant 


3)  in  an  auto  service  station,  cleaning  up 
is  part  of  the  attendant's  job  even 
after  he  is  broken-in.  True  or  False? 


4)  If  small  parts  are  not  kept  together, 

the  attendant  will  have  trouble  finding 
them  when  he  has  to  the  Job. 

5)  Nobody  likes  to  work  with  a 

attendant . 


tt, 
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I)  Clean-up  chores  are 
attendants. 


by  a I I the 


2)  Neatness  and  orderliness  on  the  part  of 
an  attendant  is  important  because: 

the  boss  will  be  pleased, 
the  customers  wi I I not  see  the 
raess.^ 

c)  it  makes  the  station  work  easier 

and  smoother  for  all  the  attendants. 

!0 

3)  In  an  auto  service  station,  cleaning  up 
is  part  of  the  attendant's  job  even 
after  he  is  broken-in.  True  or  False? 

4)  If  small  parts  are  not  kept  together, 

the  attendant  wii I have  trouble  finding 
them  when  he  has  to the  job. 

5)  Nobody  likes  to  work  with  a 

attendant. 
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HANPOWER  DEVELOPMENT  TRAINING  PROGRAM 
BROOKLYll  ADULT  TRAINING  CEIjlTER 

TEACHER* S OUTLINE  a,a.a.-»E  and  D» 

LANGUAGE  LESSON  FOR  HOUSEKEEPING  CHORES 

* # ■ 

II.  BLACKBOARD  SENTENCES;- 

1.  The  motor  housing  was  made  of  heavy  steel  which  can  take  a lot  of 
wear  and  tear. 

2.  Outside  paint  usually, contains  lead  which  makes  it  tough  and  strong. 

3.  The  warehouse  was  out  of  supplies. 

4*  Customers  will  not  come  back  to  a station  that  charges 
outrageous  prices, 

5.  The  shop  layout  is  designed  to  make  work  easier  and  more 
, convenient. 

. t r 
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TEACHER* S OUTLINE  a.s.a.-«E  and  D»» 

LANGUAGE  LESSON  FOR  HOUSEKEEPING  CHORES  #B 
I.  BUCKBCARD  EXCISE ;•>  Compound  vjords-»»ou»  forms 


housekeeping  duties 
household  supplies 
housewares  department 
housevflcmcklng  team 
houseLiaid*  s chores 


watrehouse  supplies 
tool  storehouse 
county  courthouse 
hothouse  flowers 
30  days  in  the  workhouse 
housing  authority 
* motor  housing 


outgoing  orders 
outside  paint 
course  outline 
outrageous  prices 
work  outfit 
outboard  motor 


'<out» 

daily  workout 
without  pay 
power  blackout 
shop  layout 
tire  sellout 
high  school  dropout 


outsell  the  competitor 
outsmart  the  teacher 
outwork  the  boss 


out  ■-  prefix  meaning  to  do  better  or  more 
outdo  the  best  of  them 
outlast  the  cheaper  brand 
outwear  all  other  tires 


- 1 - * 
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TEACHER «S  OUTLINE 


a.s.a.-*'E  and  D" 


HdfSMQRK  ASSIGNMENT  FOR  HOUSSKESPING  CHORES  #8 


NAME 


CLASS 


DATE 


TEACHER 


PILL  IN  the  compound  word  that  Tits  the  senten<^^ 


I*  A ccfree  shop  ■that  sands  out  food  orders  has  an 


department. 


2,  The  design  of  a shop  is  also  called  the  shop 


3*  A brand'  that  lasts  longer  than  others  j.s  said  to  n . . 

the  other  brands. 

4«  A person  ■who  does  not  complete  school  may  be  described  as  a 
school  * 


5,  A place  in  which  supplies  or  merchandise  are  stored  is  called 


C) 
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Teacher's  Guide 


I • Blackboard  Phrases  to  Introduce : 


ms  GASOLINE  PUMP 


the  inai)2  attraction 
buried  underground 
the  size  Xinit 
regiist(^9r  the  correct  amount 
squeeze  the  nozzle 

M 

power  the  pwap 


cemented  and  bolted  down 
an  electric  motor 
automatic  adding  machine 
ch^k  the  pump,  figures 
static  electricity 
the  hose  connection 


II « Blackboard  sentences. 

1)  Th^  size  limit  on  the  storage  tahks  is  set  by  the  Fire  Department. 

2)  The  numbers  on  the  pump  are  like  an  automatic  adding  machine  or 
register  idiich  both  the  customer  and  the  attendant  most  watch. 


3)  To  operate  a gas  pimqp  you  must  first  push  a amal3.  lersr  or  button 
on  the  side  of  the  pump,  near  the  hose  connection. 

4)  The  honrUe  must  be  turned  half  way  to  put  the  electricity  on. 

5)  An  automobile  which  has  been  driven  through  the  streets  builds  up 
a certain  amount  of  static  electricity. 


r 


MANPOMEB  ©EVEIO?K25^!T  TRAINING  PROGRAM 


m 


Bftsic  Bdnoatlon  Departuent 
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The  main  business  at  any  auto  service 
station  is,  of  course,  the  sale  of  gasoline 
fuel.  The  pumps  on  the  island  are  there- 
fore the  main  feature,  or  the  main  attrac- 
tion of  the  station. 

The  storage  tank  for  each  pump  is 
buried  about  ten  feet  underground.  Each 
storage  tank  holds  550  gallons  of  gasoline. 
There  is  no  difference  in  the  size  of  stor- 
age tanks.  They  are  the  same  whether  they 
are  located  in  a small  gas  station  or  in  a 
large  one.  A large  station  will  have  more 
tanks,  but  each  tank  holds  no  more  than 
550  ga I I ons . 

The  size  limit  on  the  tank  is  set  by 
the  Fire  Department.  The  law  does  not  per- 
mit larger  tanks. 

The  gasoline  pump  is  cemented  and 
bolted  down  on  the  pump  island.  It  cannot 
be  pushed  down  or  blown  down  by  a strong 
gust  of  wind. 

Inside  the  gasoline  pump  there  is  an 
electric  motor.  Power  for  this  motor  comes 
from  inside  the  station  office.  The  motor 
operates  the  pump,  forcing  the  gasoline 
from  the  storage  tank  below,  to  come  up. 
Without  the  motor  to  power  the  pump,  the 
gas  will  not  flow.  The  motor  should  be 
checked  and  kept  In  good  working  condition 
at  all  t i mes . 


lii 
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Inside  the  pump  are  the  gears  that 
operate  the  numbers  on  the  face  of  the 
pump.  These  numbers  are  like  an  auto- 
matic adding  machine  or  register  which  both 
the  customer  and  the  attendant  must  watch. 
The  pump  should  register  the  correct  amount 
of  gasoline  which  goes  in  and  the  cost. 

The  numbers  also  act  as  a cash  register 
and.  helps  an  attendant  keep  track  of  the 
fitmpunt  of-ga.so  I i ne  he  has  sold  for.  the  day. 

An  attendant  needs- to  keep  track  of 
the  amount  of  gasoline  which  he  has  sold 
for  the  day.  He  can  check  his  sales  by 
writing  the  numbers  in  the  machine  at  the 
beginning  and  end  of  each  day.  If  the 
pump  shows  that  there  are  450  gal  Ions  of 
gaso i i ne  i n the  morning,  and  375  at  night, 
when  he  leaves,  then  the  difference  be- 
tween these  numbers  is  the  amount  of  gaso- 
line which  has  been  sold.  In  this  case, 
the  amount  sold  would  be  75  gallons.  An. 
attendant  must  keep  a record  of  his  sales 
by' checking  the  pump  figures,  just  as  a 
salesman  checks  his  cash  register  in  the 
morning  and  at  the  end  of  the  day. 

The  key  -for  the  pump  is  usually  held 
by  the  employer.  Only  he  can  open  the 
pump  to  change  the  figures.  Once  the 
price  is  set,  the  pump  does  not  have  to  be 
opened , 

To  operate  a gas  pump  you  must  first 
push  a small  lever  or  button  on  the  side 


ASA  - E.&D. 


of  the  pump,  near  the  hose  connection. 

Once  the  button  is  pressed,  the  attendant 
must  check  the  figures  on  the  face  of  the 
pump  to  be  s,ure  that  they  are  all  set  at 
zero.  The  pump  cannot  work  unless  a! I the 
figures  are  set  at  zero.  If  there  is  any 
question  about-the  numbers,  call  the  mana- 
ger or  boss . , 

Once  the  numbers  are  set,  the  pump  is 
ready  for  action.  The  attendant  should 
take  the  hose  a^nd  nozzle  out  of  the  pump 
recess.  Near  the  hosS  recess  there  is  a 
small  handle  or  bar.  This  handle  must  be 
turned  half  way  to  put  the  electricity  on. 
Then  the  motor  starts  to  operate  and  the 
pumping  of  gasoline  can  begin. 

The  attendant  holds  on  to  the  end  of 
the  hose  with  the  nozz,.le  on  it.  He  in- 
serts the  nozzle  into  the  gas  opening  of 
the  car.  The  attendant  must  squeeze  the 
nozzle  for  the  gas  to  begin  to  flow.  The 
harder  he  squeezes,  the  faster  the  gas 
will  flow.  Ah  attendant  must  get  the  feel 
of  this,  and  wjth  a little  practice  he  can 
control  the  fjow  .very  easily. 

If  the  nozzle  is  automatic,  special 
care  must  be  taken  when  it  is  inserted. 

With  an  automatic  nozzle  the  gasoline  may 
spill.  This  is  a waste  and  an  expense  to 
the  station  and  the  customer.  It  is  also  a 
dangerous  fire  hazard. 
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The  Gaso [ j ne  Pump 
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The  engine  should  be  turned  off  in 
the  autoroobi te  before  gas  is  dispensed. 

The  attendant  should  see  to  it  that  there 
is  no  smoking  or  lighted  flame  anywhere 
near  the  pump.  These  safety  rules  are  the 
law,  and  any  person  who  does  not  follow 
these  laws  can  be  fined  $500  and  get  3 
months  in  jail,  or  both.  Breaking  these 
safety  laws  is  dangerous  and  costly. 

Be  sure  to  get  the  nozzle  grounded 
in  the  filler  neck  of  the  car.  This  will 
prevent  sparking.  An  automobile  which  has 
been  driven  through  the  streets  builds  up 
a certain  amount  of  static  electricity. 
When  the  gasoline  nozzle  makes  contact 
with  the  car,  a spark  can  go  off  which  may 
result  in  an  explosion. 

Do  not  spl  I I any  gaso  l i ne  on  the  car- 
or  on  the  ground.  Gasol tne  will  harm  the 
car  finish  and  may  catch  fire  if  it  comes 
in  contact, with  a hot  surface.  If  gaso- 
line leaks  on  the  car,  get  a pail  of  water 
to  pour  over  it  so  it  will  not  harm  the 
paint  finish.  Water  poured  on  the  spilled- 
gasoline  also  helps  to  get  rid  of  the  gas 
fumes. 


i > 
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Iii£-.!iASeLlM:>±UME#9 

1)  A large  gas  station  has  extra-size 
tanks  to  take  care  of  its  business. 
True  or  False? 

2)  The  gasoline  pump  is and 

: down  on  the  island. 

3)  The  electric  motor  in  the  pump: 

a)  powers  the  pump,  forcing  the  gaso 
line  up. 

b)  keeps  the  gas  from  overflowing. 

c)  is  a safety  device. 

4)  The  pump  cannot  work  unless  all  the 

numfaers  are  set  at  

5)  With  an  automatic  nozzle,  there  is  a 

danger  that  the  gasoline  may ^ 
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LANGUAGE  LESSON  FOR 

blackboard  PKRj|.SES! 
ma 

the  numbers  on  the  meter 
check  the  pump 
oil  company 

bumper  jack 
minimum  wage 

prefix  un  - means  not 

unlocked  register 
unpaid  bills 
unfilled  gas  tank 
unused  parts 
unlimited  supply 


THE  GASOLINE  POMP 
short  forms  of  «u« 

car  upholstery 
ruptured  hose 
auto  supplies 
supplementary  income 
brass  couplings 
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us 

greet  the  customer 
suspension  system 
internal  combustion  engine 
rust  and  sludge 
trust  the  customer 


prefix  under  ~ means  below 

underneath  the  hood 
undersell  the  competitors 
winter  underwear 
uiiderground  gas  tanks 
underpaid  workers 


2*  BUCKBQARD  SENTENCES: 

1*  The  attendant  laust  always  be  careful  to  protect  the  car 
upholstery  from  grease  and  oil  stains, 

auto  service  station  attendant  is 
$1.50  an  hour,  or  $60.00  far  a forty  hour  week, 

3.  The  bumper  jack  is  used  to  lift  the  car  when  a tire  change 

4.  An  attendant  may  earn  supplementary  income  through  commission 
on  sales  and  tips. 

5.  Gasoline  is  considered  a very  good  fuel  for  an  internal 
combustion  engine. 
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ASSIGNMENT  ”THB  GASOLINE  PW» 

CLASS  date  TEACHER__ 

PILL  IN  THE  CORRECT  ANSWER - o. 

!•  The  oil  must  be  changed  regularly  so  that  harmful  ______  and 

‘will  not  get  to  the  engine. 

2*  Viihile  the  car  is  standing  at  the  pumpj,  the  attendant  should  inspect 
the  parts the  . 

3.  An,  engine  in  which  the  fuel  is  burned  within  is  called  an 

n - ■ - II  I --  - ^ I-  - - * 

4.  An  attendant’s  income  over  and  above  his  hourly  pay,  is  called 

— ---I „ ^ . , • 

5.  Before  gas  is  pumped  into  the  customer’s  car,  the  attendant  must 
check  to  see  that  the 

■ ■ i ‘ 1 ■ ii  -rmwrrirttflwuj  , ^ 

all  read  aero. 


Teacher  * a 
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I.  Blackboard  phrases  to  introduce: 


GASOUME  « HOW  IX)  WE  GET  IT? 


the  main  action 
most  important  industry 
special  properties 
internal  combustion  engiue 
premium  gasoline 
the  engine  *s  cylinders 

II.  Blackboard  sentences. 

1)  Modem  industry  depends  on  transportation  and  movement. 

2)  Gasoline  is  very  well  suited  to  an  internal  combustion  engine. 

3)  Special  gasoline  is  sometimes  called  premixaa  gas,  and  costs  more, 

4)  For  almost  every  kind  of  driving  condition,  there  is  a special 
gasoline  designed  to  help  the  engine  work  best. 

5)  Engine  noise  is  the  restaXt  of  improper  burning  in  the  engine’s 
cylinders. 


block  the  flow  of  fuel 
vaporizing  in  the  gas  tank 
low  air  pressure 
different  blends 
prevent  vapor  block 
high  compression  engine 
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The  sale  of  gasoline  is  the  main 
business  of  the  service  station.  Of 

course  there  are  many  other  services  and 

* 

sales  which  take  place  at  a station,  but 
the  main  action  takes  place  at  the  pump. 

The  gasoline  business  is  one  of 
the  largest  and  most  important  -indust- 
ries in  the  world.  It  has  been  said 
that  wars  are  won  as  much  by  gasoline  as 
by  guns.  The  reason  for  this  is  that 
modern  war,  like  modern  i ndustry^ depends 
on  transportation  and  movement.  This 

movement  of  cars,  trucks,  and  other 

# 

vehicles,  depends  on  fuel.  Gasoline  is 
the  ma i n f ue I . 

There  are  several  sources  of  gaso- 
line. The  major  source  is  petroleum. 

In  England,  the  name  used  for  gasoline 
is  petro I . Gasoline  has  special  proper- 
ties which  make  it  a very  suitable  fuel 

¥ 

for  an  automobile  engine,  for  airplane 
engines,  and  for  motor  boat  engines. 

Because  it  burns  quickly  and  burns  very 

# 

hot,  gasoline  is  very  well  suited  to 
an  internal  combustion  engine.  The  auto, 
the  airplane,  and  the  motor  boat  all 
have  internal  combustion  engines. 

Since  there  are  different  kinds  of 
internal  combustion  engines,  and  many 
different  conditions  under  which  each 
engine  is  used,  there  are  also  many 


mm 


Bi 

Wm 

30  y: 


7 


£AsaLi!i£  - 


- 2 - 


n 

\ 


ASA  - E.&D, 


different  kinds  of  gasoline.  Gasolines 
are  made  to  fit  many  different  situa- 
tions and  conditions. 

S£££iAL_Qa_S£GULASl 

A driver  pulling  up  to  a service 
station  pump  for  gasoline  will  be  asked 
if  he  wants  "special"  or  "regular"  gas. 
Special  gasoline  is  sometimes  called 
premium,  and  costs  more.  The  attendant 
will  fill  the  tank  with  the  type  of  gas 
which  the  customer  wants. 

The  chief  difference  between  regu- 
lar and  special  gasoline  is  in  the 
amount  of  anti-knock  compound  which  each 
contains.  Special  gasoline  contains  more 
anti -knock  compound.  The  more  compound 
the  higher  the  octane  number.  The  octane 
number  is  a way  of  measuring  the  amount 
of  'knock'  or  'ping'  of  the  engine  as  the 
fuel  burns.  Engine  noise  is  the  result 
of  improper  burning  in  the  engine's  cyl- 
inders. Usually  a knock  or  a ping  means 
that  the  gasoline  is  not  exactly  right 
for  the  engine.  A high  compression  en- 
gine needs  high  octane  fuel  to  operate 
without  knocks  or  pings. 

tlAa£_IQ_2fiQ£E_aASQLili£ 

Gasolines  are  "made  to  order"  for 
all  kinds  of  engines,  and  for  all  kinds 
of  weather  conditions.  Gasolines  are 


il 


i 

i 


GASOLINE  - ASA  - E.&D. 

HOW  DO  WE  GET  IT? 

specially  made  for  hot  and  cold  cli- 
mates, for  high  and  low  altitudes,  and 
for  all  of  the  seasons  of  the  year.  For 

It 

almost  every  kind  of  driving  condition, 
there  is  a special  gasoline  designed  to 
help  the  engine  work  best. 


For  very  hot  climates  chemists 
have  made  a gasoline  which  can  take  a 
great  deal  of  heat  before  it  begins  to 
steam.  When  gasoline  gets  hot  enough 
to  turn  to  steam  or  vapor,  it  blocks 
the  flow  of  fuel  to  the  engine.  The 
vapor  will  cause  the  engine  to  stall. 
Gasoline  that  turns  to  steam  or  vapor 
is  also  a waste  of  fuel.  Evaporation, 

4 

or  vaporizing  in  the  gas  tank,  causes 

4 

a loss  of  gas,  just  as  evaporation 
causes  a loss  of  water  in  a water  tank. 


in  order  to  slow  down  the  evapora 
tion  of  gasoline  in  hot  weather,  a 
special  combination  of  gasolines  was 
made . 

Gasolines  for  winter  use,  or  for 

* 

use  in  cold  climates,  are  designed  to 

4 

increase  the  speed  of  burning,  making 
for  quicker  engine  starts  in  freezing 
weather . 


Special  gasolines  are  available 

0 

for  use  in  mountain  regions,  because^ 
of  the  low  air  pressure  in  high  alti- 
tudes. The  gasoline  is  designed  to 


4 - 


&ASQLiM£  - ASA  - E. 40. 

slow  the  evaporation  of  the  gasoline  and 
prevent  vapor-block. 

Some  gaso I i ne  refineries  produce 
as  many  as  twenty  different  blends  of 
gasoline  to  meet  different  kinds  of 
cond i t i ons . 
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aUESIlQMS 

1)  Gasoline  is  good  for  internal  combus- 
tion engines  because  it  is: 

a)  slow  burning 

b)  fast  burning 

c)  very  cheap 

2)  The  mors  anti-knock  compound  in  a 

gasoline,  the the  octane 

number . 

3)  A knock  or  a ping  usually  means  that 
the  gas  tank  is  low.  True  or  False? 

4)  Another  word  for  steam  is: 

a)  evaporation 

b)  hot  water 

c)  vapor 

5)  The  place  where  gasoline  is  blended 
and  prepared  for  use  is  called: 

a ) the  0 i I tanker 

b)  the  main  station 

c)  a refinery 
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Lftaeitge  Ltfsoon  » Gasollna  «»  Hem  Do  We  Gat  It?» 

Blackboard  Phrases: 

braking  action 
apaelal  or  prcniiM  gas 
high  coffiprs&slon  engine 
loir  air  pressure 
drlYing  conditions 
shock  absorbers 
■achine  shop 

shi  p ending 

business  partnership 

♦ 

station  ownership 
good  salesmaniihip 

11.  Blaekboard  sentence?!: 

1)  Good  salesnanship  will  pat  extra  money  in  an  attendants  pay  cheek. 

2)  It  is  laqportant  to  cheek  the  <ih*ivers  credit  club  meabershlp  before 
filling  out  the  credit  slip. 

3)  Winter  driflng  conditions  are  a hardship,  and  cause  wear  and  tear 
on  a car. 

4)  The  radiator  and  tettary  should  be  cheeked  for  water  evaporation. 

5)  Worn  shock  absorbers  are  both  harmful  and  dang<9»rous  to  a car. 


sound  of 

official  irmpection 
dangerous  situations 
auto  service  station 
engine  lubrication 
moving  violation 
modern  transportation 
water  evaporation 

neat  workmanship 
credit  club  membership 
hardship  driving  conditions 
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Hcaework  Asslgmtqnt  "Gasoline  ~ How  Do  We  G»t  It?" 

Name ^Claes Date Teacher  

Flll-ln 

1*  High  Octane  gas  is  often  referred  to  as  or  premium  gas* 

2.  Winter  driving  conditions  are  a on  a ear. 

3«  The  water  level  in  the  radiator  and  battery  may  fall  due  to 

4*  When  there  is  more  than  one  ovmer  in  a business,  it  is  usually  called  a 

» 

5*  very  important  in  the  proper 


maintenance  of  a car. 
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Teaii;har«s  Guide 

Blacklaoard  phrases  for?  The  Pbiony  Excuse 


out  of  breath 

more  than  an  hour  late 

teirible  stomach  cramps 

doubled  up  with  pain 

the  home-BBade  remedies 

he  pushed,  his  luck 

understanding  and  !^hnpathe>tie 


the  boy*s  condition 
Wrapped  in  a b3.anket 
hospiljal  emergency  room 
the  boss  had  warned  him 
those  phony  eoccuses 
nobody  would  believe  him 
what  a rotten  break 


II.  3ILackboard  sentences: 

1.  Wlien  he  ran  into  the  shop,  he  was  conqsIetejLy  out  of  breath.' 

2.  The  child  was  doubled  up  vrf.th  pain. 

3.  The  par*ents  tried  all  of  their  home-made  remedies  on  the 
sick  child. 

4*  The  boss  was  mad  at  hiai  instead  of  being  understanding  and 
symi^thetic. 

5.  He  was  sor:?y  now  about  all  of  those  phoi^  (sxcuses. 


iiwoiiB&  mmjmms 

mmmvt  mmir  fm 


Bmiie  S^eation 


Ed  Gibbs  ran  into 


auto  serv  ice 


he  had  run  a I i the 


from  the  subway 


station.  The  subway  was  three  long 
blocks  from  the  Esso  station  on  Marey 
Avenue  where  Ed  had  worked  for  almost 
three  months.  Ed  was  more  than  an  hour 
Tate  for  work. 

It  had  been  a terrible  morning  for 
Ed.  Everything  had  gone  wrong.  He  had 


Jimmy.  In  the  m-iddie  of  the  night 
Jimmy  woke  up  with  terrlb!e  stomach 


He  woke  the  whole  house  up  with  his  cries, 

I 

For  hours  Ed  and  his  wife  tried  all 
of  the, home  made  remedies  they  knew. 

But  nothing  seemed  to  help.  The  cramps 
continued  for  hours.  Finally,  Ed  and 
his  wife  became  frightened  by  they  boy's 
condition  and  decided  that  they  had  to 
have  a doctor  look  at  him. 


Ed  and  h-is  wife  wrapped  Jimmy  in  a 
blanket  and  took  him  down  to  the  car. 


all  the, way  to  the  hospital.  He  cried 


been  up  half  the  night  with  his  son. 


cramps.  He  was  doubled  up  with  pain 


They  were  going  to  t he  hosp i tal  to  have 
the  doctor  look  at  Jimmy.  The  boy  cried 
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room,  the  doctor  finaily  examined  Jimmy. 
He  could  not  find  anything  seriously 
wrong  with  the  boy  and  gave  him  a pill. 

I He  sent  them  home  with  instructions  to 

i 

put  the  boy  to  bed,  feed  him  light  foods, 
and  bring  him  back  for  x-rays  as  soon 
as  he  was  better. 

By  the  time  Ed  got  home,  he  was 
dead  tired.  He  had  been  up  most  of  the 
night,  and  he  was  now  late  for  work. 

Being  late  for  work  was  nothing  new 
for  Ed.  He  was  late  at  least  once  a 
week . The  first  few  times  nobody  I n the 
station  said  anything  to  him.  But  the 
last  t i me  he  got'  more  than  just  a dirty 
j look  from  the  boss.  The  last  time  he 

!|  had  come  late  the  boss  had  warned  him 

that  another  lateness  might  mean  his  job, 

Th  i 8 was  the  first  t i me  that  Ed  had 
a real  good  excuse  for  being  late,  but 
he  was  worried  anyway.  He  wondered 
whether  the  bos®  would  believe  this  ex- 
cuse after  all  of  the  phoney  excuses  he 
had  used  before . 

The  last  few  times  he  had  given 
those  phoney  excuses , he  could  see  that 
the  boss  didn*t  bel leve  him.  He  knew 
there  was  something  wrong  with  his  ex- 
cuses when  the  men  smiled  as  though  they 
d i dn ^ t be  I i eve  him  either.  It  was  funny* 
how  he  was  always  In  the  position  of 
jo  having  to.  let  about  his  lateness, 

ERIC 
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Ed  had  the  feeling  that  he  had 
pushed  his  luck  too  far  the  last  time. 
Now,  when  he  had  a real  good  reason  for 
his  lateness,  he  was  afraid  nobody  would 
bel ieve  him. 

Ed  walked  straight  into  the  office 
to  talk  to  the  boss  when  he  got  to  work. 
He  had  to  tell  him  about  his  troubles, 

5ut  Instead  of  being  understanding  and 
sympathetic  about  Jimmy's  illness,  the 
boss  just  shook  his. head.  He  told  him 
that  he  was  fired  before  Ed  could  even 
tell  the  whole  story  about  his  miserable 
night. 

Ed  left  the  shop  with  a sick  feel- 
ing in  his  stomach.  What  a rotten  break. 

The  first  good  reason  for  being  late, 
and  he  never  even  got  a chance  to  tel  I it 
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i.  Ed  Gibbs  was  out  of  breath  because: 

a)  he  was  overweight. 

b)  he  had  run  aii  the  way  from  the 
station. 

c)  he  was  carrying  a heavy  suitcase. 


2.  Ed  Gibbs  was  late  because  he  had  over- 
slept. True  or  False? 


3.  Ed  and  his  wife  drove  Ji 


to  the 


enMw  «MW  MMW  4 


4-.  The  child  cried  all  the  way,  half 

out  of  > and  half 

out  of 


5.  The  boss  refused  to  listen  to  Ed 
because ; 

a ) he  was  too  busy . 

b)  he  trusted  Ed. 

c)  he  had  heard  so  many  lies  before. 
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LAJKGUAGR  XDSCT  FOR  THE  PHOKY  W. 


BLACKBOARD  PHaASESt  (long  ’'u" 


replace  the  fuse 
purified  water 
job  with  a future 
chassis  lubrication 
hea‘«j  duty  oil 
social  security  benefits 
service  manual 
regular  gas 

ura  endings 

—iVr-i'ttrVrntrVrTTTlril  iTtl1“*— *T*^‘^*— 

human  nature 
mature  people 

f 

secure  job 


sounds) 

engine  tune-up 
l^ick  tjard  top 
Purolator  o32  filter 
union  dues 
Motor  Vehicle  Eireau 
durable  parts 

manufacturers  instru-ctions 
adjust  the  carteator 

job  tenure 
good  postTire 
gas  misstur® 


2. 


!•  The  laanufacturcrs  instruction  tmairoal  recommended  a heavy 
duty  oil  for  winter  use. 


2*  Some  unions  hs,ve  a check-off  syste®.  for  union  dues- 


3.  The  car  seemed  to  ride  ssioother  and  better  after  the 
chassis  lubrication, 

4*  An  application  for  a learner*®  persiiit  mu,st  be  made  at  the 
office  of  the  ?&>tor  Vehicle  Bureau, 


IA)«jOAC8B  IBSSOH  FOR  THE  PHOKT  BXCTISE 


susmm 


5«. 


SNCESi  (Cont*d,) 


5.  The  water  for  the  radiator  must  be  distilled  or  purlfiod. 

6,  It  is  often  better  in  the  long  ran  to  take  a which  offers 
seonrity  or  tensire  rather  than  a higher  paying  job  with 

no  tenure 1 
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Clas3__ Date Teacher 

PILL  IN  THE  CORRECT  ANSWER:- 

1.  Parts  of  an  automobile  which  are  made  to  last  a long  time  may 
be  described  as 

wmm>mu  n «*■■■■! wiiiiu  m |,„y^  m 

2.  Gasoline  companies  blend  ingredients  to  make  a 

■ ■ ■ that  is  specially  suited  to  weather  conditions. 

3.  A learner »s  permit  must  be  obtained  from  the  local  


4# 


longer  wear  and  better 
is  given  a , 


performance  can  be  expected  when  the  ear 
- regularly. 


5.  Some  people  are  more  interested  in 
than  in  higher  pay. 


i 


Te&cher'''S  uo-v^c 


I->  Blackboard  phrases  to  introduce: 


LIFTPIG  THE  CAR 


a convenient  position 
inspect  the  braking  systeBi 
heavier  vehicles 
place  the  horses  correctly 
work  on  the  exhaust  system 
tracks  naming  alonside  each  other 


a locking  mechanism 
compressed  air  power 
both  ends  are  collapsible 
remove  a muffler 

the  responsi.bility  of  the  attendan-f. 
servicing  and  maintaining 


XI.  B3jackboard  sentences. 

1)  Horses  are  adjustable  and  a three  ton  horae  can  lift  a car  up  to  IB 
inches  off  the  ground. 

2)  Tile  safety  of  the  man  working  on  the  car  depends  upon  these  horses. 

3)  There  is  always  the  danger  of  leaking  gas  or  oil  and  of  falling  dirt. 

4)  There  are  three  standard  lifts  found  in  most  stations. 

5)  The  lift  is  always  used  for  work  on  the  exhaust  system^  and  for  lubrica- 
tions and  grease  jobs. 

6)  Both  ends  of  the  adjustable  lift  collapsible. 
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There  are  many  different  kinds  of 
equipment  in  the  auto  shop  which  are  de- 
signed to  position  the  car  in  a way  that 
is  most  convenient  for  the  job  that  has 
to  be  done.  These  pieces  of  equipment, 
which  range  from  small  jacks  to  large 
lifts,  are  intended  to  raise  a part  of 
the  automobile  off  the  ground,  so  that 
work  can  be  done  on  a part  of  the  car. 

A bumper  jack  is  attached  to  the 
front  or  rear  bumper  of  the  car  usual !y 
to  raise  the  car  for  a tire  to  be  changed. 
If  a wheel  must  be  removed  to  inspect  the 
braking  system,  and  the  car  has  been 
raised  with  the  jack,  horses  should  be 
placed  in  position  under  the  A frame. 

The  horses  provide  good  support  and  will 
hold  the  car  in  a steady  and  firm  posi- 
tion. The  most  commonly  used  horse  wi I I 
hold  up  to  3 tons.  Horses  are  adjust- 
able, and  the  3 ton  horse  can  hold  a car 
as  high  as  18"  off  the  ground.  For 
heavier  vehicles,  a 5 ton  adjustable 
horse  can  be  used. 

The  proper  placement  of  the  horses 
iS  very  important.  The  safety  of  the 
man  working  on  the  car  depends  upon 
these  horses.  He  must  place  the  horses 
correctly,  under  the  A frame,  and  be 
sure  that  the  car  sits  steady  and  does 
not  rock.  Once  the  attendant  is  sure 
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that  the  horses  are  in  place*  he  can 
move  under  the  car  on  a creeper  safely 
and  concentrate  on  the  work  that  has  to 
be  done. 

While  under  the  car,  there  is  always 
the  danger  of  leaking  gas  or  oil,  and  of 
falling  dirt  particles.  Goggles  which 
will  protect  the  eyes  from  anything  thiL 
falls^shouid  be  worn  while  in  this  posi- 
tion. If  the  fuel  pump  has  to  be  removed 
there  is  certainly  going  to  be  leakage, 
and  protection  of  the  eyes  is  absolutely 
necessary . 

There  are  three  standard  lifts 
found  in  most  stations.  The  lift  is 

always  used  for  work  on  the  exhaust  sys- 

* 

tern,  for  a lubrication  or  grease  job. 

Cars  are  built  so  low  today,  that  many 
jobs  require  the  use  of  a lift. 

tt£iJitza£l_Lif±  has  two  trackc  "nn- 
ning  parallel  or  alongside  each  other. 

The  wheels  are  driven  onto  the  tracks 
and  the  lift  operation  is  ready  to  be- 
gin. The  center  post  on  the  drive-on 
lift  is  equipped  with  a locking  mechan- 
ism. The  lifting  is  done  by  compress*': 
air.  It  takes  a few  minutes  of  opera- 
tion before  the  lock  is  set.  Even  if 
the  compressed  air  power  should  fail 
after  the  lock  is  set,  the  lift  cannot 
fall. 
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Ih^-Adj ustab I e L i f t has  grips  which 
can  be  adjusted  to  the  length  and  width 
of  any  car.  The  lift  is  in  the  shape  of 
a double  Y with  a center  post.  Both  ends 
are  collapsible  so  that  the  front  end  or 
the  rear  end  can  be  kept  free  for  work. 
Front  end  jobs  and  rear  end  jobs  are 
usually  performed  on  the  adjustable  lift. 

Ihe_QaMbiie_L,ifi  is  used  when  either 
the  front  end  or  the  rear  end  need  to  be 
worked  on  separately.  Both  ends  can  be 
elevated  together.  The  double  lift  also 
has  no  center  post  making  it  very  conven~ 
ient  for  work  on  the  exhaust  system. 

With  the  center  free  it  is  easier  to  in- 
stall or  remove  a muffler  and  tail  pipe 
assemb I y . 

Il3S_EfiUL--£aS  t - This  lift, 

found  in  only  some  stations,  has  four 
posts  which  support  the  raised  auto. 
Transmission  work  is  made  easier  with 
this  lift  because  it  leaves  free  working 
space  under  the  entire  car. 

The  lifts  in  a service  station  are 
a very  important  part  of  the  auto  ser- 
vice equipment.  They  are  also  among  the 
most  expensive  pieces  of  equipment  found 
in  the  shop.  Proper  maintenance  of  the 
I i f ts  is  part  of  the  responsibi I ity  of 
the  auto  service  attendant.  Lifts  need 
to  be  kept  clean  and  properly  lubricated^ 
if  they  are  to  work  efficiently.  In 
many  shops  maintenance  of  lifts  is  done 
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on  a rotating  basis’  as  are  other  house- 
keeping chores.  Each  attendant  has  a 
turn  at  servicing  and  maintaining  the 
lifts. 

The  area  around  the  ! ifts  has  a 
tendency  to  get  very  dirty.  Grease  ana 
oil  and  fuel  leaks  are  often  found  where 
there  is  work  on  the  car.  If  the  area 
gets  oily  or  greasy’  a compound  should 
be  spread  around  to  absorb  the  grease. 

In  a well-run  auto  shop’  the  compound 
would  be  spread  around  at  the  end  of  the 
work  day,  and  swept  up  in  the  morning. 
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Name 


Class 


Date 


Teacher 


Li£IlM!a-IHL„£Aa  (QUESTIONS) 

1)  A bumper  jack  is  used  to  lift  the  car 
for : 

a ) a I ubr i cat i on 

b)  a rear  end  job 

c)  tire  changes 

2)  The  horses  can  hold  a car,  no  matter 
how  they  are  placed.  True  or  False? 

3)  Almost  all  jobs  need  a lift  today  be- 
cause: 

a)  most  cars  are  built  very  low 
today 

it  is  safer 

the  attendant  cannot  do  any  job 
without  it 

4)  The  double  lift  is  convenient  for  work 

on  the  exhaust  system  because  it  has 
no . 

5)  The  most  expensive  pieces  of  equi 
in  the  shop  are: 

a)  the  power  tools 

b ) the  I i f ts 

c)  the  testing  machines 
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MANPOWER  DEVELOPMSNT  TRAINING  PRO®AM 
BROOKLYN  ADULT  TRAINING  CENTER 

TEACHER »S  OUTLINE  A.S*A*-‘»E  and  D« 

UNGUACE  LESSON  FOR  LIFTING  THE  CAR 

»au«  FORMS 


BLACKBOARD  PHRASES;* 
falling  pieces 
small  jacks 
alKfays  a danger 
stalled  car 
alternating  current 


exhaust  systm 
hydraulic  brakes 
automobile  mechanic 
authorized,  dealer 
automatic  transmission 


a^mrd  position 
hand  saw 
clavr  hamer 


BLACKBOARD  SENTENCESt-. 

1.  The  attendant  should  always  protect  himself  t^gainat  falling  pieces, 
especially  when  he  is  under  th©  car* 

2*  The  lift  is  always  used  for  work  on  the  exhaust  syst«tt  and  for 
lubrication  jobs* 

3*  Most  auto  shops  have  a laundry  service  for  towels  and  attendants* 
uniforms. 

4*  Automatic  transmission  saves  the  driver  the  job  of  shifting  gears 
manually  in  forward  speeds* 


5*  Small  jacks  are  used  for  tire  changes* 


MANPOWER  DEVELOPMENT  IMINING  PROGRAM 
BROOKLYN'  ADULT  TIUINING  CENTER 
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Basic  Bd.  Dept* 

TEACHEBrS  OUTLINE  LIFTING  THI!!  CAR 

HOMEWORK  ASSIGNMENT?  - 


A.S.A*-»»B  and  D« 
#12 


— — CLASS  DATE  TEACHER 

!•  Traffic  ^*as  backed  up  on  the  highway  for  over  a mile  because  of  a 

—  1*1  the  right  lane, 

2*  An  attendant  vdio  is  very  good  at  his  ^|ob  may  someday  become  an 
I , 1^  he  takes  special  training, 

3*  Work  on  the  muffler,  tail  pipe,  or  any  other  part  of  the 

—  laust  be  done  with  the  help  of  a li,ft. 

' t * 

4*  Most  electrical  app^ances  in  the  United  States  operate  on 

—  I » rather  than  on  direct  curr(5nt, 

cannot  operate  without  fluid  in  the 


master  cylinder* 
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BROOKLYN  ADULT  TRAINING  CENTER 

Basic  Education  Department 
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I*  Blackboaixi  phrases  to  introduce: 


DANGER  SPOTS  IN  THE  SHOP 


on  a creeper 

the  danger  of  falling  pieces 
the  compj'essed  air  hoses 
safety  devices 
a serious  injury 
sharp  edges 
invitations  to  danger 


the  flesh  of  your  hand 
last  you  a lifetime 
the  proper  lighting  device 
dirt  and  grease 
prevent  (Restrain 
fire  extinguishers 
you  risk  your  life 


II.  Blackboard  sentences. 


1)  Even  though  the  lifts  have  safety  devices,  great  care  must  be  taken 
when  using  them. 

2)  Protect  your  eyes  from  dirt  and  grease  when  you  are  working. 

3)  If  you  smoke  on  the  job,  you  risk  not  only  your  job,  but  your  life* 

4)  The  proper  lighting  device  will  prevent  eyestrain. 

5)  Fire  is  always  a danger  where  there  is  gasoline,  oil  or  grease. 


MAWPOV/ER  DEVELOPMENT  TRAINING  PROGRAM 
BROOKLYN  ADULT  TRAINING  CENTER 


Basic  Education  Department  ASA  - E.  «&  D. 

aAMa£S_S£2IS_iM.Ild£_aHD£ 

When  you  are  working  with  heavy 
machinery  and  heavy  parts,  there  is  al- 
ways the  danger  of  falling  pieces  and  of 
injury.  Imagine  how  it  would  fee!  to 
have  a car  slip  off  the  horse  while  you 
were  on  a creeper  underneathi  If  you 
fail  to  check  that  the  car  is  sitting 
on  the  horses  properly,  you  may  find  the 
car  on  top  of  you. 

The  tools  that  are  used  in  the 
shop,  the  wrenches,  hacksaws,  hammers, 
the  Jacks,  the  compressed  air  hoses^ 
must  all  be  handled  carefully.  Even 
though  the  lifts  have  safety  devices 
built  into  them,  great  care  must  be 
taken  when  using  them. 

Picture  how  it  would  fee!  to  have  a 
large  wrench  fall  on  your  toe  or  foot. 

You  might  suffer  a serious  injury,  even 
if  you  are  wearing  the  proper  shoes,  Oi I 
can  spouts  have  sharp  edges.  if  you  are 
careless  you  might  find  yourself  cutting 
into  the  flesh  of  your  hand  instead  of 
the  can  of  oil. 

The  one  pair  of  eyes  that  you  have 
must  last  you  a lifetime.  Protect  them 
from  dirt  and  grease  when  you  are  working. 
Light  up  the  part  of  the  car  on  which  you 
are  working  with  the  proper  lighting  de- 
vice. It  will  prevent  eyestrain  and  also 
will  let  you  see  what  you  are  doing. 
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Fire  is  always  a danger  where 
there  is  gasoline,  oil,  or  grease.  Every 
station  must  be  equipped  with  fire  ex- 
tinguishers. Keep  them  handy  when  you 
are  testing  the  engine.  The  few  minutes 
you  lose  getting  the  fire  extinguisher 
when  you  need  it,  may  make  all  the  dif- 
ference in  the  world. 


Smoking  and  lighting  matches  near 

* p 

the  engine,  near  the  pumps,  or  near  the 
oil  and  grease  are  not  only  against  the 
law,  but  are  invitations  to  danger.  If 
you  smoke  on  the  job  you  risk  not  only 
your  job,  but  your  life. 
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Name 


Class _ Date  Teacher 


QAM£R_S£QIS„1N_IH£_SHQE 

flUESIiQMa 

1)  If  you  are  wearing  the  proper  shoes, 
you  are  fully  protected  against  fail- 
ing tools.  True  or  False? 

2)  Special  care  must  be  taken  with  oil 
can  spouts  because: 

a ) the  oil  will  I eak 

b)  the  cover  comes  off 

c)  the  spout  and  can  have  sharp 
edges 

3)  The  lifts  need  to  be  handled  with 
care  even  though  they  are  equipped 
with: 

a)  on  and  off  switches 

b)  locks 

c)  safety  devices 

4)  Proper  lighting  is  needed  to  do  a 

job  well  and  to  prevent  

5)  Ail  gas  stations  keep 

close  by  in  case  of 


fire. 


MANPOWSil  DEmOPMSNT  TBAINING  PHOGEAM 


A.S.A.-«E  attd  D» 


tanguage  Uamon  fan  DAHGiiE  SPOTS  IM  THE  SHOP  H3 


1.  Blackboard  Phrases s 


UR  SOUND 


the  world  of  work 


ttirning  the  corner 


burst  open 


urban  development 


surprise  ending 


urgent  business 


burning  oil 


sturdy  workhorse 


keep  jam*  word 
burnishing  tools 


twbine  engine 


.famished  room 


spui‘ting  gas 


cojsaom  courtesy 


o 
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* Blackboard  Sentences? 

1.  The  foos.<!i  left  the  shop  to  attend  to  some  urgent  business. 

2.  It  is  fAlwaya  wise  to  slow  down  before  turning  the  corner. 

3»  Goumim  courtesy  and  a pleasant  Manner  wl'll  help  the  attendant 
in  getting  &3„ong  with  the  customers. 

ii„  A turbine  engine  is  a rotary  engine  that  converts  a moving  gas 
or  liquid  Ijiio  energy. 

5*  are  many  different  burnishing  tools  used  to-  give  a 

high  polish  to  metals. 
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MANPOWER  DEVELOPMENT  TRAINING  PROGRAli 


A.S,A.~«B  and  B» 


HCHEraK  ASaiGNmT! 


DANGBE  SPOTS  IN  m SHOP  ^13 


NAM 


CLASS 


TEilCHER 


1.  IJt  YOU  fail  to  » people  mil 

V wmiiwfWrfiWrtwiiiKiv  m'^Tnnirl  »i*iW<iMiiWWi>wrw  o»*iw*ii«ii(riM«iPiWTn*iii*iw"«ri» 

not  trust 

used  to  finish  and  polish  sietals. 

, «* 

3,  A ^ rotary  engiiae. 

4.  A pleasant  iMrmer  and  ^ 

get  along  on  the  job. 


5.  The  differential  gears  steady  the  car  -when 


MANPOV.®  DEVELOPMENT  TKAIMNG  PI10GRA14 


TEACHER’S  GUIDE 

INTRODUCTORY  BLACKBOARD  PHRASES  TO 
make  th©  difference 
a smooth  and  oomfv'^rtable  rid© 
all  shaken  up 
looked  like  doughnuts 
solid  rubber 

pneumatic  tire  or  air  tire 
cushion  the  bumps 
cling  to  the  rim 
grips  the  road 
BLACKBOARD  SENTENCES  ? 


A.S.A.~«E  and  D» 

: THE  HISTORY  OF  THE  TIRE  #U 

strong  and  rugged 
synthetic  materials 
tread  designs 
especially  deep  treads 
better  tz'action 
puncture-proof  tires 
puncture-sealing 
help  prevent  accidents 
road  gripping  action 


1,  Many  substitutes  have  been  tried,  but  compressed  air  is  still  the 
best  cushion, 

2.  The  inner  tube  holds  the  compressed  air,  and  the  outer  tire 
protects  the  inner  tube. 

3»  Ihe  outer  part  must  be  strong  and  rugged  enough  to  take  the 
constant  friction. 

Synthetic  materials  wei'e  added  to  the  rubber  to  roake  a 
stronger  tire, 

5.  Snow  tires  provide  batter  traction,  or  road  gripping  action,  in 
snovy  or  slippery  weather. 
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A*  S.  A*  - »*E  and  D”  T,0. 

TOE  HISTORY  OF  THE  TIRE  §lk 

Tirea  are  a very  important  part  of  the  automobile*  Mot  only  doee  the 
car  move  along  on  them,  but  they  can  make  the  difference  between  a smooth, 
comfortable  ride  and  a ride  that  is  bumpy  and  leaves  you  all  shaken  up* 

Automobile  tires  did  not  always  look  the  way  they  do  today.  The 
first  tires  looked  something  like  doughnuts.  That  is,  they  were  made  of 
solid  rubber • They  held  to  the  road  and  lasted  a long  time,  but  they 
gave  a nice  smooth  ride. 

As  cars  became  more  powerftnl  and  began  to  go  at  higher  speeds,  there 
was  a great  need  for  a better  kind  of  tire.  The  «air  tire«,  or  pneuzaatic 
tire,  was  developed.  This  was  filled  with  compressed  air  to  cushion  the 
bumps*.  Since  then,  many  substitutes  have  been  tried,  but  compressed  air 
is  still  the  best  cushion. 

Th^e  first-  air  tire  was  a single  tube  used  on  bicycles*  This  one  tube 
had  to  hold  the  air,  cling  to  the  rim  of  the  wheel,  and  also  grip  the  road. 
It  was  .later  tried  on  automobiles,  but  it  was  not  successful* 

Then  tire  mimufacturers  had  the  idea  of  making  the  tire  in  two  parts. 
One  part  holds  the  compressed  air.  It  is  called  the  inner  tube.  The  other 
part  fits  outside*  It  attaches  to  the  rim  of  the  wheel,  grips  the  road, 
and  protects  the  ijiner  tube. 

This  outer  j>art,  or  casing,  is  considered  to  be  the  actual  tire.  It 
must  be  strong  and  rugged  enough  to  be  able  to  take  the  constant  friction 
of  the  road*  it, has  a design  in  the  rubber  which  helps  the  tire  grip  the 
road  better*  This  design  is  called  the  tread. 

As  automobiles  were  driven  faster  and  faster,  the  tires  were  heated 

more  in  driving  and  wore  out  faster.  Synthetic  materials  were  added  to  the 

rubber  to  make  a stronger  tire,  tread  designs  were  changed  so  that  less  of 

the  tire  gripped  the  road.  Later,  designs  were  changed  again  to  make  tires 
skid-proof. 
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A.S.A.~»E  and  D»'  (T.O.)  THE  HISTORY  OF  Tm;  TIRE  (Continued) 


Tires  with  especially  deep  treads  were  developed  for  winter  use.  These  snow 
tires  provide  better  traction,  or  road  gripping  action,  in  snowy  or  slippery 
weather. 

Blowout-proof  tires  with  special  inner  tubes  were  designed.  They  did 
not  lose  their  air  immediately  when  they  were  punctui'cd.  This  helped 
prevent  accidents. 

An  even  later  development  is  a single  tube  tire  called  a tubeless  tire. 
It  not  only  gives  the  service  of  a regular  outer  tire  and  inner  tube,  but 
it  is  puncture-sealing  and  holds  air  better  than  the  old  steel  tire  and  tube, 

QUESTIONS 

1.  The  first  tires  were  made  of: 

1.  elastic 

2.  solid  rubber 

3.  nylon 

2.  Better  tires  were  needed  when  cars  began  to  get  more  powerful  and  travel 

at  higher  speeds.  TRUE  or  FALSE? 

3.  Another  naaie  for  air  tire  is  tire, 

4.  The  best  cushion  for  bumps  is  still: 

a)  an  inner  tube 

b)  compressed  air 

c)  a bicycle  tire 

5.  When  cars  travel  at  hlgli  speeds,  tires  get: 

a)  very  hot  from  the  friction 

b)  worn  out 

c)  better  treads 
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MAKPOW  DKinSLOPHElIT  THAINING  PROG^ 
BROOKLYN  ADULT  TRAINING  CENTEE 


TEACHER* 3 OUTLINE 

LANGUACaE  LESSON  H)H  THE  HISTORY  OF  THE  CAR 


k,S.k,m  «nd 
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BLACKBOARD  PHRASES; -» 
brake  agrriem 
ittotor  rhythm 
six  cylinder  car 
trouble  i^ptoms 
Plymouth  sedan 
crystal  clear 

BUCKBOARD  SENTENCES;- 


mystery  story 
acrylic  paint 
gypsy  cab  drlTer 
synthetic  materials 
station  syabol 
physical  labor 


!•  No  is  safe  unless  the  brake  system  is  working  properly* 

2*  A six  cylinder  car  is  usually  more  economical  to  run  than  an 
eight  cylinder  car. 

3.  A windshield  should  be  wiped  until  it  is  crystal  clear  to  glTe 
the  driver  a clear  view  of  the  road. 

4*  Synthetic  materials  are  numnnade  materials. 

5*  An  attendant  should  ask  the  driver  about  trouble  i^ptoas  In  the 
car  during  service  at  the  pump. 
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MAKPOWm  DEVELOPMENT  TRAIKIKG  PROGRAM 

A.S.A.-‘*E  and  D» 

HOMEWORK  ASSIG!#IENT  »THE  HISTORY  OF  THE  TIRE» 

FILL  IN  THE  CORRECT  ANSWER: - 

1*  The  first  tires  looked  like  doughnuts  ana  wex’e  made  of 


2. 


3. 


4. 


The  air  tire  is  filled  vdth 
a cushion. 

A tire  with 

Ml  MUMW— mmm 

The  addition  of 


air  which  acts  as 

cannot  grip  the  road  properly* 
mkes  the  tire  stronger. 


5,  The  two  parts  of  the  tire  are: 


T.  0.  m 


*■ 


•9 


( 


I 


KiUJPOVviiA  Di:Vi;;r.0PM.4\iT  Tdj'X'iUG  PROGRAM 
A.o.A.  - ”ji  and  D”  Teacher’s  Guide 


Introductory  blackboard  phrases  for; 


O V 


turn  customers  away 
suspension  system 
shock  absorbers  ana  springs 
misalignment  of  the  wheels 
proper  inflation  level 
bald  tires 
periodic  rotation 


not  only  a convenience 
improper  ixiflation 
build-up  of  pressure 
air  cushion  tires 
various  stages 

mounting  and  dismounting  of  tires 
suggested  patterns 


Blackboard  sentences: 

1)  Good  tire  service  is  not  only  a convenience,  but  very  important 
for  safety. 

2)  Some  driving  habits  cause  tires  to  wear  out  unevenly. 

3)  High-speed  ariving,  fast  turns  on  curves,  improper  inflation  and 
the  misalignment  of  wheels,  will  cause  wear  arid  tear  on  the  tires. 

4)  As  the  car  is  driven,  the  friction  between  the  tire  ana  the  road 
will  heat  the  tire, 

5)  Checking  tire  pressure  is  particularly  important  with  air  c\ishion 


tires. 
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A.  S,  A.  - >‘E  and  D'*  //i5 

Gi?MERAL  TIRE  GAEL 

Tire  service  is  something  that  customers  expect  to  get  from  their  service 
station.  You  cannot  turn  customers  away  or  do  a poor  Job  and  ex(>ect  to  hold 
the  customer's  gasoline  business.  Good  tire  service  is  not  only  a convenience 
to  the  customer,  but  ib  is  also  very  important  for  his  safety. 

The  tires  are  part  of  the  suspension  system  of  the  car,  along  with  shock 
absorbers  and  springs.  Good  tires  should  absorb  most  of  the  road  bumps  that 
make  for  a rough  ride. 

Tires  are  expected  to  wear  out  in  the  normal  course  of  time.  But  there 
are  some  things  which  cause  them  to  wear  out  faster  or  to  wear  unevenly :~ 
high  speea  driving 5 fast  driving  on  curves  cr  around  corners;  improper 
inflation;  and  misalignment  of  the  wheels. 

Performing  scrnie  tire  service,  no  matter  how  smaxl,  gives  the  attenaant 
the  opportunity  to  inspect  a tire  more  closely.  It  can  reaii.y  »'put  the 
finger  on“  tire  neaas. 

Good  tire  service  includes  these  things:- 

1.  Regular  checking  for  proper  inflation  level.  This  should  be  done 
when  the  tires  are  cool.  As  the  car  is  oriven,  the  friction  between 
the  tire  ana  the  road  will  heat  the  tire.  This  causes  a buildup 

of  pressure  and  may  cause  the  tire  to  Look  over-inflated.  Checjcing 
tire  pressure  is  particuj.arly  important  with  air  cushion  tires. 

Make  sure  that  both  your  hand  i^uges  and  tire  inflators  are  accurate. 

2.  Correct  repairing  of  tubes. 

Correct  mounting  and  dismounting  of  tires. 


3. 


A . 3 . A . ~ **iC  and  D **  j^^i5 

GSif^RAL  TIiiE  GAAE  (Ccnt«ci.) 

k»-  Careful  iiaspection  of  treads,  sidewalls,  casings,  valves,  etc.  Look 
for  “baid*’  tires,  -—tires  where  the  tread  is  dangerously  worn  out. 

If  any  of  these  conditions  are  present,  tires  should  be  repaired  or 
replaced  befoi'e  they  become  unsafe  for  driving. 

5.  Periodic  rotation  of  tires.  This  will  lengthen,  the  life  of  the  tire  by 
making  sure  that  each  tire  gets  equal  wear.  Tires  should  be  rotated 
every  5j000  mi.les. 

t^USSTlUNS 

1)  Driving  habits  do  not  affect  how  long  the  tires  wili.  wear. 

TiiUE  or 

2)  The  tires  are  part  of  the 

3)  You  can  lengthen  the  life  of  a tire  by; 

a)  Putting  an  extra  pound  of  air  in  them 

b)  ’washing  thera  regularly 

c)  Careful  driving  and  proper  maintenance. 

4)  An  attendant  should  make  sure  that  the  hand  gauges  and  tire 

infiators  are  . 

As  long  as  you  are  not  having  <^y  serious  trouble  with  your  old 
tires,  you  do  not  need  to  replace  them. 

TiiUii:  or  PaLSLV 


5) 


T.O.  #15 
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FjANPam  DMEj.OPK:m  TRAINING  PHCGR/iM 
A,  a.A.-»]?  and  D'* 

Language  lesaon  for  GJ^ihlRhL  TIllR  GMiN 


X,.  RjjUGKBUAhL  i’HiiASiiSs— 

m 

year  out  unevenly 
tmsafe  car 
unequal  wear 
uniiripoi’tant  rnatters 
unbusinesslike  wanner 
unpaid  bills 


Prefixes  meaning  »not» 

inconvenient  hours 
incorrect  balance 
incorrect  change 
incredible  prices 
insufficient  air  pressure 


MIS 

misalignment  of  wheels 
ijiipossible  woricing  conditions  misinformed  attendant 

ij/ijnature  employees  misp.laced  auto  parts 

mismanaged  station 


m 

improper  inflation 


2.  BLaCKBOAHD  SSWTENCES:- 

Unless  the  wheexs  are  ba.^anced  ana  properly  aligned,  there 
will  be  unequal  wectr  on  the  tires. 

2.  An  attendant  who  fooxs  arouno.  too  much  and  acts  in  an 
unbusinesslike  manner  may  lose  his  customer  and  his  job, 

3.  The  car  will  not  ride  properly  if  there  is  insufficient  air 
pressure  in  the  tires. 

4*  The  attendant  may  have  to  work  nights,  hoxidays,  ana 
inconvenient  hours  on  the  job. 

5»  A careless  attendant  may  have  to  speno  unnecessary  time 
looking  for  misplaced  auto  parts. 


I'lAKPC^ifSR  DSVSLOMNT  TEAiraG  PROGRAM 


A..S.A.-WJ3  and  D”  T.O«  #15 

HOMEWORK  ASSIWENT  FOR  GmmkL  TIRE  CAHF) 

CLASS  DATE  TEACHER 

CHANGE  THE  FOLLOWING  SENTENCES  M FILLING  IN  THE  PRBFK  THAT  WILL  MAKE  »NOT«{- 

humnnuamtfju^n* 

1.  The  station  went  out  of  business  because  there  were  too  naany^ 

paid  bills. 

2.  A lot  of  txjse  is  wasted  looking  for  lost  or  placed  auto  parts. 

3.  The  mechanic  could  tell  from  looking  at  the  tiros  that  there  was 

sufficient  air  pressure, 

4«-  A car  that  is  not  properly  serviced  or  repaired  may  become  an 
safe  car. 

5*  Some  stations  are  open  day  and  night  and  the  attendants  must  work 
convenient  hours. 


louipcina 

# .* ' * ** 
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X.S,i..--^aD.d  »'«  . T.O*  # 16 


frtm  tlM  tiM*  In  nat  ifitxy  jouiif fi«ttvy  ford  imi« 
iat«MiaUd  in  R<i  «a«  bon  wav' 

bon^  Miobliaii  ia  1063*  Aa  a aliild  ha  balpad  bla  fatbar 
ultb  tha  fbn  imric»  but  ha  amiaeialJiar  likad  working  idih 
aaohixiary.  Ba  oftan  did  rapalr  oa  watabaa  aad.  elooka 
aithout  pay« 

Ha  aada  nagr  aaari£Laaa  baoauia  of  this  iatanat  in 
Madbaalea*  Whao  ha  na  16  jraara  old«  ha  aaXkad  to  Dafcrolt 
and  «ot  a Job  idth  a aaahiiilo  for  $2«50  a aatk*  Hia  yooM 
and  board  aaaa  to  $3*50»  ovdar  to  gut  tha  axtn  aoiiaj^ 
ha  iforioad  four  houro  aaarjr  nifhfc  for  a aatdmakar  at  $2.00» 
a aaak*  Iatar»  ha  vorkad  in  an  «tigiiia  al^,  i6iara  ha  aat 

up  atan  aagiaaa*  Pinallj^  ha  baaaaMi  an  ani^aar  at  tha 

« 

Oatrolt  Bdiaoa  Coiapaiigr* 

la  1903#  Ford  organiaad  a aoapaiiQr  to  manfactara 
aoiciatoblLaa.  It  na  kaowa  aa  tha  Ford  Motor  Coaipa^f* 

Ha  atartad  thia  aoapaz^  aith  $2H#000  raiaad  from  frlanda 
and  aal4shbora»  Thagr  baeama  atookholdara  in  hla  eompuij* 
Siactaan  jaara  latar^  a nan  nho  had  inaaatad  |2#^  in 
Ford'a  aa^nar  acid  hia  sharaa  for  $30#000,000« 


Bxm  yarn 2 


Ford*®  eontribution  na«  that  h*  «hoi«d  hem 

udtfiU.  wiae  p**«5ductioa  jMtbodt  could  b*  ia  tb*  aut<mobilc 
induBitiy*  H*  etaudardiued  avary  paH  of  tha  auto«oblla  so 
that  it  could  be  tumad  out  quickly  and  ia  great  quantitla»« 
Ha  thaa  daaalo{>ad  a bait  ayatfai  for  asatwbXing  tbaaa  parts 
quickly.  Thic  ie  kaowi  as  tba  aacaaibXy  line.  With  tl^a 
lystaa^  ha  produced  cars  ia  cuah  large  auiibarc  that  thay 
could  be  sold  cheaply  aaougk  for  the  auaraga  wsm  to  buy. 

,,  QUi:StIQHS 

■■ ' ' - •: . \ ■ 

1.  Where  uac  Kanxy  ^d  bora? 

What  me  bid  cpecial  iaterect? 

3.  When  did  he  organise  his  auto  oaapaaj? 

4.  What  vac  hie  greatest  coatributloa? 


4 


S.  A. 


HANPowsa  Di\rB]joPi£SHT  mmii»  prcxsrak 

•f 

»E  and  D«  T«acher»i^  G«id«  T.O.  # l6  , 


Blaekboard  Phrageg  to  lntrodng»t 

Hmai  mm 


neehonlc&l  things 
socially  liked 
working  with  Machinery 
repair  work  . 
engine  shop 
Detroit  Sdison  Company 
friends  and  neighbors 
y'  'it  i itnt  contribution 

.Jardizf!^  the  autamoblle  , 

S' 

assembling  parts 


watches  and  clocks 
many  sacrifices 
room  and  board 
extra  money, 
steam  engines 
manufacture  automobiles 
company  stockholders 
mass  production  methods 
in  great  quantities 
the  aTsrage  man 


Blackboard  Ssntcnces: 

1*  Ford  dereloped  mass  production  methods  which  helped  standardise 
the  automobile, 

2.  He  developed  a belt  system  for  assembling  auto  parts  quickly, 

3-  A belt  system  is  also  known  as  an  assembly  line. 

4.  The  Ford  Motor  Company  was  organized  in  1903, 

5*  A man  who  had  invested  $2,500  in  Pord*s  Ccatpany  sold  his  shares  for 
30  million  dollars  sixteen  years  later. 


' ) 

MAJjPOWSa  OBWSLOPMEIIT  THAXNIIlGr  PEOGSAK 


A.S.A.  - ”c  and  d« 


LANGUAGE  lESSONt  H E N_EJ[  L2AJS 


br 


organized  labor 
Ford  Motor  Coapany 
order  a car 
porcelain  firdeh 
peace  corps 

or  ending 

doctor 
mayor  • 
calculator 
contractor 
diatributor 


velding  torch 
large  corporation 
forged  steel 
iron  ora 
cold  storage 


: mediator 

arbitrator 
estimator 

dspositor 

educator 


i- 

-"'  the  man  who  does  the 


i/t/a  i 16 


r 


manpower  development  TRAXNIMG  Pl^OGEAM 


A.S.A*  - «e  and  d» 


T.  0.  #16 


HOMEWORK  ASSIGNMENT  FOR*. 


HENRI  FORD 


NAM 


CLASS 


DATE 


mCHER 


1.  The  inaii  who  gives  a rough  figure  on  the  coot  of  a joo  ie 


ealled  an 


2.  The  Ford  Motor  Coinpany  supplies  cars  to  local 


aU 


over  |the  -world. 

3.  A machine  that  can  add,  subtract,  multiply  and  divide  is  called 


4.  The  bank  promised  a gift  to  every  new 


for  the  next  week. 


5,  A state 


helped  to  settle  the  labor  dispute  between 


the  company  and  the  imion. 


v.-r-' 


mmium  mpam  mxmst 


frm  Urn  Hm0  hi  m§  frf  jonmg»  nmtf  ^ord  m* 
iixtmiftid  in  MthMdeaX  thi^  Et  iia«  ho» 
bora«  ia«h&i«iii  ift  1d63»  ie  a ihiXd  hi  hilpid  hli  f«th«r 
ulth  thi  2hr»  wgk,  but  hi  i^elalS^  Ulcid  mtkiMg  idth 
iiaehtair|’«  Hi  oftiA  did  ripiisr  irork  on  imtihis  caid  olooki 
idthoat  Eijr* 

Hi  aidi  aiz^  saoriXlii*  hioiaii  of  this  iiitr^  ^ in 
aodbiniii*  hhin  hi  aai  16  old«  hi  lailktd  to  Dftroit 
•ad  fOft  a job  with  a aichialo  for  $2*50  a niok*  Hie  rooa 
•ad  board  wm  to  $3*50»  la  orddr  to  Kit  thi  «xtra  m»mf, 
hi  workid  four  houro  iioxy  night  for  a aatohatkir  at  $2M 
a niik«  £atir»  hi  aorkid  in  aa  «igiai  ahop*  lAiari  hi  aat 
up  atM  oaglBia*  Flaaiay«  ha  bieaaa  aa  «aglAiir  at  thi 
Oitrolt  Hdiaea  Coaipaaj* 

Xa  1903,  Ford  organisid  a ocapaaor  to  xaaafaetnri 
itttfiaobllia.  It  i«ae  kacMa  at  tho  Ford  Motor  Coas»ae3'« 

Hi  itartid  this  eoapaicr  aith  $26^000  raiaad  froa  friiodi 
and  aiighbora.  thogr  bieaai  atookholdara  in  hla  eoapaagr* 
Sixtioa  jaara  Xatar^  a aan  mho  had  invaattd  $2,500  in 
Ford'a  oaapanar  sold  hla  sharos  for  $30,000,000. 


T*0.  # 16 


Hgwar  FOBb  2 

Ford  *8  gr88t88t  «ontrlbatioa  «&8  tbAt  h#  8hcw8d  houf 
uatfttl  M.8A  produetlon  Mthodi  could  b*  in  th*  «ut<Mu>blItt 
ittduBtzx*  H«  8t«ud«rdis8d  ••wry  part  of  tb*  *tatoMobll«  so 
that  it  could  ba  tumad  out  quiekly*  and  la  graat  quantitlas. 
H*  thaa  dtiraloi^d  a bait  aywtm.  for  asaaabllijg  tbata  pa^» 
qui«k3y»  !iehlf  i»  kftcm  as  tba  asacftbly'  liua.  With  tbif 
bf stalls  bo  produoad  oars  in  auth  larga  nunbars  that  tboy 
aould  ba  sold  abaapXy  anotagh  for  tha  awrai^a  mm  tp  buy* 

, QbBSflOHS 

X*  }ib*eo  mm  Hmuy  Fcrd  born?  ' 

2m  Vhat  ua»  hia^apaaial  imtara«t? 

3«  Whan  did  ha  organisa  his  auto  oonpany^ 

4*  What  iwas  hi8  graataat  aontribution? 


SiANPOWSa  DXVSLOPH^T  TRAIKIIIQ  PRCGRAK 


A.  S.  'A.  - •»£  and  D» 


Taaeher^if  Gkdda  T.O.  # l6 


Blaekbeard  Phrawa  to  introduce ; 


mechanical  things 
especially  liked 
working  with  Machinery 
repair  work  . 
engine  shpp 

iDetroit  MLaon  Compaa;<' 
Irienda  and  neighbors 
greatest  contribution 

etandardlz<|^  the  automobile  . 

H' 

aeseiibllng  parts 


HBMEY  BOaP 

watches  and  clocks 
Many  sacrifices 
room  and  board 
extra  money 
steam  engines 
manufacture  autcmobiles 
company  stockholders 
mass  production  methods 
in  great  quantities 
the  average  man 


Blackboard  Sentences; 

1.  Ford  developed  mass  production  methods  which  helped  standardize 
the  automobile* 

2.  He  developed  a belt  system  for  assembling  auto  parts  quickly. 

3*  A belt  system  is  also  known  as  an  assembly  line. 

4*  The  Ford  Motor  Company  was  organized  in  1903* 

5*  A man  who  had  invested  $2,500  in  Ford*s  Compiucy  sold  his  shares  for 
30  Million  dollars  sixteen  years  later. 


MANPOiA  DSVSLOPMSNT  TEABiIIi&  PROGEAK 

» 

« 

A.S.A.  - '*e  and  d'* 


LANGUAGES  LESSON  j 

HENRI  FORD 

organised  labor 

voiding  torch 

Ford  Motor  Conpany 

large  corporation 

order  a car 

forged  steel 

porcelain  finish 

iron  ore 

peace  corps 

cold  storage 

i 

or  ending  the  jean  vho  does  the  .1ob  - 

Us^ct/OX’* 

. mediator 

mayor  * 

arbitrator 

calculator 

estimator 

contractor 

depositor 

distributor 

educator 

HANPOWEa  DEVELOPMENT  TRA.TNING  PROGRAM 
A.S.A.  - and  d“ 

HOMEieORK  ASSIGNMENT  PCR*.  MRI  FORD. 

GLASS  DATE  ^TEACHER,,., 

1.  The  man  v/ho  gives  a rough  figure  on  the  cost  of  a job  is 
called  an  * 

Z*  The  Ford  Motor  Company  supplies  cars  to  local — 

over  jthe  wrld. 

3.  A machine  that  can  add,  subtract,  multiply  and  divide  is  called 

a * 

♦ riifi^-irriiiriiirnfirftriTTr^JXWirarTr/TTBirTwimrMtfrtilMrr.fliJiinrF 

4»  The  bank  prcsdeed  a gift  to  every  new  . , — - week. 

3.  A state __«««.  'helped  to  settle  the  labor  dispute  between 


the  cowipany  and  the  union. 
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MA&i-DWBR  DEm£>PMHT  TRAINING  PROGR/i^c 
BROOKLYN  ADULT  TRAINING  CENTER 


Basic  Education  Department 


ASA  E*  & D* 
Teacher *s  Guide 


I*  Blackboard  phrases  to  introduce: 


7 


GENERAL  AUTO  MAINTENANCE 


ac  cessory  auto  pi'oducts 
stay  in  business 
e^cperienced  auto  owners 
regular  service 
recommend  his  friends 
protected  from  wear 
parts  that  need  lubrication 
the  manufacturer's  directions 
leakage  on  the  floor 
a good  advertisement 

II.  Blackboard  sentences. 

1)  It  is  a 3nistake  to  thinlc 
not  servicing  a car  well. 


applied  generously 
a complete  oil  change 
engine  crankcases 
special  collection  service 
cleaning  compound 
collection  of  trash 
emptying  the  engine 
insure  proper  service 
protective  mats 
regular  greasing 

that  there  is  more  money  to  be  made  by 


2)  One  of  the  most  important  services  necessary  for  any  machine  with 
moving  parts  is  greasing  and  lubrication. 

3)  Grease  should  be  applied  generously  so  that  all  parts  are  completely 
covered. 


4)  Too  much  oil  will  clog  and  harm  the  parts  which  are  over-oiled. 

5)  The  dirty  oil  that  has  emptied  into  the  can  is  poured  into  a fifty 
gallon  drum  iddch  is  collected  regularly. 


miRXWER  DEVELOFN^T  TRAINING  PROGRAM 
6R00KLXN  APOLT  TRAINtHG  CENTER 
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»ic  Mueation  Departaaat  - B.  & D. 


£EIl£RAL«AliIQ-MAIIiIEIlAll£E 


An  auto  service  station  is 


in  busi- 


ness not  on  I y to  sell  gas  and  o i I and  ac- 
cessory auto  products.  Perhaps  its  most 
important  business  is  se I I ing  serv i c@  to 
the  automob i I e owner . The  experience  of 
the  auto  service  stations  which  stay  in 
husinsss  for  a long  time  is^that  the 
better  the  service!  the  better  the  busi- 
ness, and  the  better  the  chance  for  the 
station  to  stay  in  business. 

Experienced  auto  servic'i  station 
owners  say  that  it  is  a mistake  to  think 
that  there  is  more  money  to  be. 'msde  by 
not  servicing  a car  weil!  The  idea  that 
‘Some  people  have,  that  the  more  often  a 
car  breaks  down,  the  more  business  a 
service  station  will  have!  is  false!  If 
® car  that  a station  is  servicing  regu- 
larly, breaks  down  very  often , the  cus- 
tomer will  probably  take  his  business 
elsewhere.  A customer  who  can  feel  the 
difference  in  the  way  his  car-  rides  after 
it  has  been  properly  serviced!  will  not 
only  be  a steady  customer!  but  one  who 
recommends  his  friends  to  the  station! 


lEHIC 


Mechanics  say!  that  one  of  the  most 
important  services  necessary  -for  any  , 
machine  with  moving  parts!  is  greasing! 
or  1 ubr i cat i on . 

Moving  parts  must  be  greased  regu- 
lariy,  or  they  wi ii  wear  against  each 


ASA-E.4D. 


other  and  break  down.  When  all  moving 
parts  are  protected  fr*oro  wear  by  grease 
they  work  better  and  last  longer. 

• r ' 

Compressed  air  forces  the  grease 
through  the  trigger  handle  into  the 
parts  that  need  lubrication.  Grease 
should  be  app I led  generously  so  that  ai 
parts  are' /complete iy  dovered.  Excess 
drippings  should  be  wiped  away)  but 
there  is  no  danger  frcim  too  much  grease 
Mechanics  claim  that  you  cannot  oyer- 
grease. 


I 


Parts  that  need  o|  i I ing|  on  the 
other  hand,  have  to  bd  treated  more  caf^i/^ 
fully.  Too  much  oil  Will  clog  and  harm  f 
•the  parts  which  are  oWer-oiled. 


Regular  changes  Cf  oil  are  also  very 
important  to  the  maintenance  of  an  auto? 
mob  i i e . Oil  that  gets!  d I rty  wl  th  use  a»d 
age  wl I i thicken  and  become  harmful  to  i? 
the  engine.  It  is  recommended  that  a 
complete  oi I change  take  place  after  each 
2,500  mi les.  / 


..‘.C 


In  order  to  changje  the  0 1 1 in  the 
engine  crankcase,  the  icar  must  be  jacked 
up.  Some  crankcases  are  reached  more 
eas  i l y than  others  ! j|f  the  o i I crank- 
case is  hard  to  reach,;  a flexible 
to  pour  the  new  o i I mulst  be  used. 


After  the  car  Is jjacked  up  Into 

position  for  the  o|i  cihange!  the  plug  Is 


i*. 


■marnmlmmimi 
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£EIiEML-4£iIfi«E!Ail!lIEJiAM££  ASA-E.SP. 

tiiae  And  wi  I I insui'e  proper  service,  at 
the  proper  time. 

During  a iubri cation  or  an  oil 

change,  there  is  going  to  be  leakage  on 
the  floor  of  the  station,  and  sotnet lines 
inside  or  body. of  the  car*  When~ 

ever  possible,  a covering  should  be  used 
to  protect  the  car  from  stairs  end 
^ 1 1 1 not  be  happy  about  tak- 

ing a stained  and  dirty  looking  car  out 
®'^..'^^®  ®^®tlon»  He  may  dec  i de  that  the 
work  is  as  sloppy  a,s  the  looks  of  the  car 

All  stations  have  protective  mats  to 

cover  the  different  parts  of  the  carl 
These  mats  shou I d be  used  to  avoid  staih- 
ing  and  damage  to  the  body  of  the  car 
while  work  is  being  done.  It  is  worth 
the  time  to  protect  the  car!  After  the 
damage  is  done,  it  may  take  a lot  of 
time  and  work  to  clean  up! 

Host  good  stations  wi 1 1 not  turn  a 
car  oyer  to  its  owner  vfithout  clean jng 
' !‘'®'t*  Oi  I and  grease  must  be  care- 

fully  r®ffloy®d  from  door  locks  so  that  the 
driver  will  not  stain  hjs  clothes!  Win- 
dow8.»  upholstery,  mirrors  and  the  dash- 
board  and  floor  shou jd  be  cleaned  when 
the  work  is  finished. 

A c I ean- I ook i ng  car  is  a good  ad- 
vertisement  for  the  work  done  at  the 
station.  It  wil.f^mak®  and  keep  a cus+''; 
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removed  from  the  crankcase,  ar.d  the  old 
oil  allowed  tc  empty  in^co  a can.  The 
dirty  oil  that  has  emptied  into  the  can 
is  then  poured  into  a 50  g'lion  drum 
which  is  collected  regularly.  The  collec- 
tion of  oil  drums  in  a ga<;  station  works 
very  much  like  the  collection  of  trash. 

It  is  done  regularly  by  a special  collec- 
tion serv ice. 

No  matter  how  careful  you  are  when 
you  are  emptying  the  engine  crankcase  of 
the  dirty  oil,  some  of  it  may  drip  onto 
the  floor.  A cleaning  compound  v;hich 
looks  very  much  like  sawdust  should  be 
poured  on  the  floor  to  absorb  the  dirty 
oil  and  keep  the  floor  clean. 

The  engine  crankcase  should  be  re- 
f i lied  with  new  oi I according  to  the 
manufacturer's  directions.  Cans  with 
spouts  are  used  to  pour  the  oil. 

I ' 

The  oii  filter  should  be  inspected 
each  time  the  oi!  is  changed.  if  the 
filter. is  cfogged  or  dirty,  it  cannot  do 
its  job.  Oii  filters  usually  need  to  be 
changed  after  three  oil  changes. 


Every  car  which  is  serviced  should 
have  a sticker  attached  to  the  inside  of 
the  door  near  the  driver's  seat.  An  at- 
tendant should  note  the  date  of  the  ser- 
vice and  the  kind  of  service  given’  so 
that  the  station  and  the  car  owner  wi I I 
have  a record  of  the  service.  This  saves  ' 
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1)  A station  will  lose  business  if  the 
repairs  andiservice  are  good.  True 
or  false? 

2)  The  owner  of  a car  that  breaks  down 
very  often: 

a)  will  keep  coming  back  for  re- 
pairs. 

b)  wi I I go  to  another  station  to 
get  better  service. 

c)  will  seTI  his  car  and  buy  a 
new  one. 

3)  Used  and  dirty  oil  is  collected  In 

drums. 

•»  # 

4*)  Grease  should  be  applied  « 

so  that  all  parts  are  completely 
covered. 

5)  A new  car  does  not  need  regular  main- 
tenance and  servicing.  True  or  False? 
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UNCSUAGE  I^ISSOW  for: 

OSNERAL  AUTO  MAINTENANCE 

1.  Blackboard  Phrases: 

er 

get  to  work  early 

cheaper  product 

i 

service  the  engine 

Mercury  Cdnet 

personal  property 

perspiration  odor 

starter  trouble 

earn  more  money 

er  « coKparison  ending? 

cheap  - cheaper 

tough  - 

tougher 

short  - shorter 

strong  ~ 

stronger 

hard  « harder 

messy 

messier 

heavy  - heavier 

4 

dirty  - 

dirtier 

SL  “■  yafgyying  to  a .job  or  profession 

truck  driver  lawyer 

carpenter  soldarer 

welder 


manufacturer 
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HOMSWDRK  ASSIGNMENT  for:  GSMERAI,  AU^O  WiKTRKfARCB 


NAMX 


CUSS 


• BATS 


moHsa 


1.  A man  who  wakes  a liTlag  welding  is  called  a 

2.  It  is  not  always  wise  to  buy  a product  just  because  it  is 

. 3«  Special  instructions  for  servicing  each  car  are  given  in  the 

*s  manual. 

t 

4.  Most  stations  are  not  responsible  for  

'j 

left  in  the  car. 

« 

5.  Add  “er”  endings  to  the  following  words  and  write  a. sentence  using 
each  word. 


anart 

dirty 

wide 

cool 

happy 

high 

■ u 
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BROOKLIK  ADULT  TRA18IHG  CENTER 


Basic  Education  Department 


!•  Blackboard  j^rasea  to  introduce: 


ASA  - E.  & E. 
Teacher <8  Guide 


THE  LUBRICATION  SYSTEM 


engine  lubrication 

circulated  throxigh  the  engine 

fine  mesh  screm 

engine  overhaul 

oil  pressure  relief  valTe 

engj.ne  damage 

flows  through  the  system 


harmful  matter 
loss  of  oil  pressure 
flush  out  dust 
dipstick  markings 
additional  <|oart  of  oil 
ventilation  system 
clogging  with  sludge 


II.  Blackboard  sentences. 

1)  The  oil  strainer  should  be  cleaned  or  replaced  whenever  the 
engine  is  overhauled. 

2)  The  new  oil  filter  seal  should  be  checked  carefully  to  avoid 
leakage  and  loss  of  engine  oil  pressure. 

5)  Water  vapor  and  gases  will  form  sludge  In  the  engine  crankcase 
if  th^  are  not  raaoved. 

4)  From  the  dipstick  ^ an  attendaiiit  can  tell  the  condition  of  the  oil. 

5)  A gauge  will  warn  the  driver  of  low  pressure. 


MANPOWER  DE\rELOPKENT  TRAININO  PROGRAM 
BROOKL13J  AD0LT  TRAINING  CENTER 


Basic  Mucatlon  Department  ^3^^  ^ ^ 

ia£-LuaRiMLmii^m£M 

Several  quarts  of  oil,  stored  in 
the  crank  case  lubricate  the  moving 
parts  of  the  engine. 

The  engine  lubrication  system  has 
several  main  parts: 

The  ail  eiiina  is  used  to  pump  oil 
to  all  moving  parts.  All  oil  being 
circulated  by  the  oil  pump  must  first 
pass  through  a fine  mesh  screen^  cajled 
the  aii  SlcaidfiL.  This  stra i ner  shou I d 
be  cleaned  or  replaced  whenever  the  en- 
gine is  overhauled. 

An  ail  ac£2£iii:a  cgiisl  is 

built  into  the  system  to  prevent  the 
building  up  of  too  much  oil  pressure. 

A gauge  on  the  driver's  instrument 
panel  is  used  to  warn  of  low  pressures 
which  could  result  in  engine  damage. 

Oil  becomes  contaminated  with 
particles  of  dirt,  dust’  and  various 
other  things  as  it  flows  through  the 
system.  Just  as  a cigarette  filter  is 
used  to  screen  out  harmful  elements  in 
tobacco,  an  all  filter  is  used  to  screen 
out  these  harmful  particles  in  the  oil. 
In  order  to  work  well,  oil  filters  must 
be  changed  every  3*000  to  S’OOO  miles. 
The  new  oil  filter  seal  should  be 
checked  carefully  to  avoid  leakage  and 
o loss  of  engine  oil  pressure.  At  the 
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same  time  the  filter  is  changed,  an 
oil  change  is  recommended.  This  will 
also  help  in  flushing  out  dust  and 
other  harmful  particles. 

The  axi  ia^i  or 

is  an  important  part  of  the  lubrication 
system.  It  is  used  to  check  for  the 
proper  oil  level  in  the  crankcase.  The 
dipstick  has  markings  on  it  which  show 
when  the  crankcase  is  full  and  when  oil 
heeds  to  be  added.  By  looking  at  the 
o i I on  the : dipstick,  an  attendant  can 
also  te I I someth i ng  about  the  condition 
of  the  oil.  The  attendant  should  al- 
ways bring  the  dfpstick  around  to  the 
customer  so  that  he  can  see  for  him- 
se|f  why  an  oil  change  or  an  additional 
quart  of  oil  is  being  recommended. 

Water  vapor  and  other  gases  will 
form  sludge  in  the  engine  crankcase  if 
they  are  not  removed.  A crankcase  yeD- 
t i I at  ion  system  removes  these  vapors. 

The  breather  cap  and  all  other  parts  of 

0 

the  ventilation  system,  should  be 
cleaned  as  recommended  by  the  manufac- 
turer to  prevent  clogging  with  sludge 
or  d i rt . 
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Name 


Class 


Date 


Teacher 


ia£^LUERl£AIilM_Siai£tl 


1.  Lubrication  is  very  important  to  the 
proper  operation  of: 

a)  the  radiator 

b)  the  ventilation  system 

c)  moving  parts 

2.  The  customer  should  never  be  bothered 
to  look  at  the  dipstick.  True  or 

Fa  I se? 

3.  Water  vapor  and  other  gases  will  form 

0 

in  the  engine  crankcase,  if 
they  are  not  removed. 

4.  An  important  part  of  the  ventila- 
tion system  is  the 

5.  Three  main  parts  of  the  lubrication 
system  are; 


a) 

b) 

c ) 


HAHPOUSE  DSVSLOmiT  TEAXNl^  PBtotAH 

A.S.A.  »B  and  D»  T.  0.  #1S 

LANGUAGB  LasSOM  for:  1?HS  UIBRICATION  SYSm 


Blackboard  Phrases: 

ate : -f  tion 

operate 

the  operation 

ventilate 

the  > entilation 

radiate 

radiation 

circulate 

circulation 

lubricate 

lubrication 

vaccinate 

vaccination 

accelerate 

acceleration 

saturate 

satiuratlon 

calculate 

calculation 

participate 

participation 

II.  Blackboard  sentences: 

1.  Mister  Thc»a#  did  not  laaderstand  how  to  operate  the  new  lift,  w 

la.  Hiater  Thomas  did  not  understand  the  operation  of  the  new  lift. 

. 2.  The  oil  Must  be  allowed  to  circulate  freely.  ^ 

2a.  The  oil  must  be  allowed  free  circulation. 

» 

3«  The  custoner  asked  the  attendant  to  lubricate  the  engine.  ^ 

3a.  The  customer  ar>k«d  the  attendant  for  an  , ei^igine  lubrication* 

4*  The  mechanic  warned  the  cuetonor  not  to  accelerate  suddenly. 

4a*  The  mechanic  warned  the  customer  about  sudden  acceleration* 


M/lKPOWEa  DEViSLOPIIENT  PROCaUM 

A.S.A*  ~ »'B  and  D”  ' . 

HCrajORK  ASSIGMmr  for:  THg  LUBRICATION  SYSTSK 

i ' . 

NAME  CUSS  DATE 

Add  the  Nation**  ending  to  the  following  words: 
assoeiatf 
gyrate^ 

Mediate 

gra^tate 

fascinate 
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Itoite  three  sentences  using  three  of  the  words  you  have  made. 


f HANPOWER  DEVELOPMENT  TRAINING  PROGRAM 

ASA«EanlD"  Teacher's  Guide 

I. '^Blackboard  phraaea  to  introduce  j 

ENGINE  LUBRICATION  #19 


i, 

m uncomfortable  irritation  cream  or  ointmeat 

relieve  the  pain  have  to  bo  replaced 

not  properly  lubricated  a thin  coating  of  oil 

abaorbing  the  heat  oil  viacoaity 

clasaified  the  oil  ®il  ebould  be  changed 

In  the  form  of  sludge  engine  wear  and  bearing  failure 


II,  Blackboard  sentences: 

Engine  parts  would  constantly  have  to  be  replaced  if  they  were  not  properly 
Itibricateds 

2*  oil  is  measured  by' its  thickness  or  its  ability  to  flow* 

3.  After  use,  oil  becomes  full  of  water  particles,  and  pieces  of  dust,  " 
dirt  and  metal* 

4«  To  get  good  performance  from  a car,  and  to  protect  its  engine,  oil  should 
he  changed  from  time  to  time* 

5.  Onder  average  driving  conditions,  it  i»  recommended  that  the  oil  foe 
champed  every  1,000  to  2,000  miles* 


HANPOWER  DEVELOPMENT  TRAINING  PROGRAM 

A.S.A.-**E  and  D** 

ENGINE  LUBRICATI3H 

Have  yoi»  ever  worn  a pair  of  shoes  that  wore  too  tight  or  did  not  fit 
properly?  Before  longj,  the  shoe^  rubbing  against  tho  heel  of  your  foot^  can 
cause  an  uncomfortable  irritation*  Your  skin  is  actually  being  worn  away  by 
the  action  of  the  shoe  on  your  heel*  This  action  is  called  friction*  Fric- 
tion produces  heat  and  wear*  A little  cream  or  ointment  applied  to  the  sore 
spbt  will  usually  relieve  the  pain  and  make  you  much  more  comfortable# 

An  engine  is  made  up  of  many  moving  parts*  As  they  move  against  each 
other,  ^ great  deal  of  friction  and  wear  take  place.  Engine  parts  woulvl 
constantly  have  to  be  replaced  if  they  were  not  properly  lubri<watcd,  A 
thin  coat:i.ng  of  oil  is  used  between  all  moving  parts  to  prevent  Just  such 
a situation. 

Oil  used  in  the  engine  has  other  Jobs,  too.  It  helps  cool  the  engine  by 
absorbing  some  of  the  heat  given  off  when  the  engine  is  in  operation.  It  also 
helps  to  clean  the  engine  by  absorbing  dirt  particles  and  holding  them  until 
they  are  drained  out  with  the  oil. 

Engine  oil  is  measured  by  its  thickness,  or  its  ability  to  flow.  This 

f 

quality  is  called  viscosity.  The  American  Petroleum  Institute  has  clasniinLed 
oil  according  to  the  kind  of  service  it  gives.  The  three  classifications 
are  ML,  MM,  and  MSi  Oil  marked  ML  is  recommended  for  light  service,  JM  is 
recooBaended  for  normal  driving,  and  MS  is  designed  for  high  speed  dri’fAing 
and  heavy  servlee. 

To  get  good  performance  from  a car,  and  to  protect  its  engine,  oil  dhould 
be  changed  from  time  to  time.  This  is  not  because  oil  wears  out  with  use.  But 
it  docs  become  full  of  particles  of  water,  gasoline,  dust,  dirt,  auad  metal 
from  engine  wear. 
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Somo  of  these  particles  settle  to  the  bottom  of  the  oil  pan  in  th*  fom  of 
sludge.  The  smaller ^ lighter  particles  are  carried  along  with  the  oil.  If 
they  are  allowed  to  stay  in  the  lubricating  system  too  long,  these  particles 
can  cause  qui engine  wear  and  bearing  failure. 

The  proper  time  to  change  the  oil  depends  on  three  things:  the  condition 

of  the  car 5 driving  conditions  and  driving  habits;  and  weather  conditions. 

Under  averages  dri'Ting  conditions  it  is  recommended  that  the  oil  be  changed 
every  1,000  to  2,000  miles.  Driving  in  cold  weather,  under  **3top  and  start” 
conditions,  in  the  dusty  city  may  mke  it  necessary  to  change  the  oil  as  often 
as  every  500  miles.  On  the  other  hand,  on  long  trips,  over  good  dust-free 
roads,  the  engine  operates  better  and  the  oil  can  be  changed  every  2,000  to  4,000 
miles. 


QUESTIONS 

1.  Engine  wear  is  caused  by  between  the  moving  parts# 

2»  Oil  used  in  the  engine  also  serves  to: 

a)  speed  the  engine 

b)  slow  up  the  engine 

c)  absorb  some  of  the  engine  heat. 

3*  Oil  wears  cut  with  use. 

TRUE  or  PiiLSE? 

4.  The  thickness  of  oil  is  called  its  > 

5*  Oil  changes  are  usually  recommended  every  to 


miles. 
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1. 


Blackboard  Phragaa : 


( 


the  sound  of  «oi“ 


oil  crankcase 
skin  ointMent 
eMployinent  office 
doctor » 3 appointment 
employee  benefits 


truck  convoy 

destroy  the  engine 

V 

aluainum  foil 
clean  the  toilet 
moisttare  proof 


il.  Mackboard  Sentences s 

1*  When  housekeeping  chores  are  shared^  everyone  takes  turns 
cleaning  the  toilet. 

2.  The  men  got  increased  employee  benefits  instead  of  a raise. 

3*  The  attendant  made  a doctor *s  appointment  for  the  evening^ 
after  work. 

4*  The  doctor  prescribed  a skin  ointment  for  his  rash. 

5-  The  men  in  the  car  wash  department  wear  moisture-proof 
clothing. 


T.  0.  m 
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HCliEWCaK  ASSIGRKfiWT  for:  MGIiiE  LUBRIGATIOH 

fill-in 


NAMR 


{3USS 


MTS 


mCHSE 


1.  A group  of  trucks  travoling  together  is  called  a 


2.  The  doctor  could  not  see  bin  because  he  had  forgotten  to  waif«* 


3*  If  the  dirty  oil  is  not  changed,  it  idll  • 


4*  The  attendant  aiiould  protect  his  eyas  froai  leaking  oil  when  he  ie 
draining  the  * 


clothing  should  be  worn  in  daaip 


or  wet  places. 
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Baaie  Education  ^Department 


ASA  - E.  &;  D, 
Teacher’s  Guide 


I.  Blackboard  phrases  to  introduces 


TROUBLESHOOTING 


keep  a sharp  lookout 
the  eustooer  eooplains 
from  the  sjoptaiui 
Butke  a diagnosis 
locate  the  cause 
special  testing  equipment 
emergency  treatment 


refer  a patient 
the  car  specialist 
check  the  areas 

judge  the  cause  of  a breakdown 
an  accurate  picture 
the  c<MBplete  repair 


II « Blackboard  sentences: 


1)  It  can’t  hurt  to  ask  the  customer  how  the  car  has  been  behaving* 

2)  From  the  sysptoms^  he  knows  what  tests  are  needed  to  get  to  the  cause 
of  the  trouble* 

3)  You  will  also  learn  to  use  many  pieces  of  testing  equipment  like  the 
liQ^rcMieter^  the  battery  cheeky  the  volt  and  ampere  tester* 

4)  Tliere  are  times  ^en  the  cause  of  the  trouble  is  too  complicated  for 
the  attendant  to  handle* 

5)  An  attendant  refers  the  car  to  the  car  specialist,  the  mechanic,  when 
he  finds  trouble  he  cannot  handle* 


^ ri  ‘7';tr.0iffirr  TIiABlING  PHOi  iM 

\ BHOOKLBf  ADULT  TRAINING  CENTER  • 


Education  Dopax^ient 


ASA  - E.  & D. 


A good  attendant  has  the  opportun- 
ity to  look  for  and  find  trouble  spots 
in  a car  while  it  is  being  serviced  at 
the  pump.  But,  in  addition  to  keeping 
a sharp  lookout  for  trouble  spots,  it 
can*t  hurt  to  ask  the  customer  how  the 
car  has  been  behaving,  and  whether  it 
has  given  him  any  trouble  lately. 


If  the  customer  complains  that  the 
car  has  been  acting  funny | or  that 
there  seems  to  be  something  wrong  some- 
where, this  is  an  opportunity  for  the 
attendant  to  check  to  find  what  is  wrong 

If  a man  goes  to  a doctor  with  com- 
plaints about  pain  in  his  chest,  the 
doctor  begins  to  check  what  he  thinks 
may  be  the  cause  of  the  chest  pain.  He 
has  some  ideas  about  the  cause  of  the 
troubje  before  he  begins  to  make  the 
tests.  From  the  symptoms,  he  knows  what 
tests  are  needed  to  get  to  the  cause  of 
the  trouble. 

[ 

In  the  same  way  that  a doctor  makes 
a diagnosis  of  an  illness^  troubleshoot- 
ing is  used  to  find  the  cause  of  a car's 
breakdown. 

Troubleshooting  is  usually  done  be- 
fore the  car  is  taken  apart.  This  is 
done  so  that  the  customer  will  have  an 
er|c  estimate  or  an  idea  about  the  size 
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of  the  repair  bill.  Troubleshooting 
helps  to  locate  the  cause,  and  saves 
time  on  the  repair. 

There  are  two  types  of  trouble- 
shooting. in  one  type  of  troubleshoot- 
ing, the  attendant  will  judge  the  cause 
of  the  breakdown  without  using  testing 
equipment.  If  he  suspects  the  cause  of 
the  failure,  he  can  then  check  the  car 
with  special  equipment.  The  use  of 
modern  equipment  gives  you  an  accurate 
and  exact  picture  of  the  trouble. 

But  there  are  times  and  situations 
when  i t is  impossible  to  do  a complete 
test,  and  a quick  test  has  to  be  made. 
Special  hospital  testing  equipment  can- 
not be  taken  to  the  scene  of  an  ac  ' 
dent,  when  a patient  has  to  be  giv 
emergency  treatment.  The  same  is 

for  a car.  If  the  car  is  stuck  on 

* 

road,  a quick  test  is  the  best  ser 
that  can  be  given. 


When  the  car  is  brought  into 
station,  it  will  be  possible  to  ma 
all  of  the  necessary  testsi  to  che 
the  cause  of  the  breakdown.  The  c 
plete  repair  can  then  be  made. 

There  are  many  quick  tests  foi 
trouble  which  you  will  learn  to  do 
You  will  also  learn  to  use  many  pii 
of  testing  equipment]  like  the  hydi 


0 

eter,  the  battery  check,  the  volt  and 
ampere  tester,  to  check  the  output  of 
the  generator. 

But  there  are  times  when  the  cause 
of  the  trouble  is  too  complicated  for 

the  attendant  to  handle.  In  such 

* 

cases , the  he  I p of  the  manager  or 
station  mechanic  is  needed.  A doctor 
will  refer  a patient  to  a specialist 
for  special  treatment,  after  he  has 
found  that  he  cannot  treat  the  illness. 
An  attendant  refers  the  car  to  the  car 
specialist,  the  mechan  i c,  when  he  finds 
trouble  he  cannot  handle. 


0 
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ni^w  mi  m n n»w iiyuwnm  iini 


ISQUfiLESMfiQIiMS 

QU£SIiQIiS 

1)  Troubleshooting  helps  to  locate  the 

of  car  trouble,  and 

saves  time  on  the  repair. 

2)  If  a car  is  stuck  on  the  road’  the 
attendant  should: 

a)  give  the  car  a complete  check 

b)  make  a call  to  a towing  service 

c)  do  a quick  test  to  find  the 
trouble 

3)  To  check  the  output  of  the  generator, 
an  attendant  should  use: 

a)  the  hydometer 

b)  the  volt  and  ampere  tester 

c)  the  dipstick 

4)  If  the  attendant  cannot  locate  the 

cause  of  the  trouble^  he  should  get 
the  help  of  the  station . 

5)  A quick  test  to  find  the  trouble  is 
is  the  best  service  that  can  be  given 

to  a car  in  road  emergency.  True  or 
False? 


MANPW(«W  DEVBLORMSNT  TRAINING  PROGRAM 


A.S.A.-«S  and  D" 
Language  Lesson  for: 

1.  Blackboard  Phrases; 

lookout 

outlook 

breakdown 

f breakthrough 
heartbreak 
trouble  shooting 
troublenaker 


TROUBLESHOOTING 

compound  words 
roow 
bedroom 
bathroom 
roownate 
courtroom 

ccMe 


door 

outdoor 

indoor 

doorway 

doonnan 

doorstop 

house 

courthouse 


Inccaie 

outccme 

weleoau^ 

wateh 
vflfistwateh 
watchman ' 
watchmaker 
stopwatch 


TO  #20 


housewear 

household 

housekeeper 
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HOMEWORK  .ASSIGNMENT  for:  TROUBLESHOOTING 


NAME 


CLASS  DATE 


TEACHER 


Cottbino  one  part  from  colman  ’‘A‘*  with  a part  from  co.lumn  MB'*  to  form 


a compound  word.  Li  at  8 wordn^i  you  have  made. 


MAM 

mmimmm 

door 

,,court 

maker 

bre«ik 

watch 

mate 

in 

atop 


»BM 

watch 

trouble 

through 

room 

out 

house 

wrist 


come 
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Basic  Education  Department 


ASA  - E.  & D. 
Teacite]^  Otiide 


!•  Blackbbard  phrases  to  introduce: 


GAUGES  AND  METEE^ 


a measuring  device 


the  approximate  amount 


failure  of  the  thermostat 


defective  oil  pump 
incorrect  gas  mixture 
normal  oil  pressure  varies 
abnormal  reading 


the  inconvenience 


indicate  engine  temperature 
puoqsed  through  the  engine 
close  to  the  boiling  point 
clogged  or  punctured  hoses 


the  ammeter  shows  discharge 


electric  energy 


II.  Blackboard  sentences. 

1)  Any  word  that  has  gauge  or  meter  in  it,  has  to  do  with  measuring. 

2)  Cooled  water  frcmi  the  radiator  is  pumped  through  the  engine  constantly, 
to  help  prevent  overheating, 

3)  The  oil  pressure  gauge  shows  whether  or  not  there  is  enough  pressure 
to  pump  the  lubricating  oil  to  parts  ^ere  it  is  needed. 

4)  Tile  indicator  on  the  ammeter  shows  how  the  supply  of  electric  energy 
in  the  battery  is  being  used. 

5)  The  battery  should  be  checked  regularly  and  supplied  with  water  above 


the  battexy  plates 
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ASA  - E.  «t  D. 


R4Ua£S-A!i!l_lia£I£BS 
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All  cars  use  gasoline,  water,  oil 
and  electricity.  There  are  several 
gauges  and  meters  on  the  instrument  panel 
of  a car  which  give  information  about 
these  items.  Other  gauges  show  the  car 

speed  and  distance  traveled. 

0 0 

A gauge . or  meter . is  a measuring 
device.  You  can  be  sure  that  any  word 
that  has  gauge  or  meter  has  to  do  with 
measuring. 

The  gaso  I i ne  gauge  shov/s  the  ap- 
proximate amount  of  gasoline  in  the 
tank.  The  tank  should  be  kept  well 
filled  to  avoid  the  inconvenience  and 
embarrassment  of  running  out  of  gas. 

m ' * ^ 

Also,  the  vapor  in  a tank  that  is  not 
well  f i i led  tends  to  condense,  and  this 
results  in  water  in  the  gasoline. 

The  car  also  has  a temperature 
gauge . A car  engine  normal  I y heats  when 
it  runs,  and  a gauge  is  needed  to  indi- 
cate engine  temperature.  Cooled  water 
from  the  radiator  is. pumped  through  the 
engine  constantly  to  help  prevent  over- 
heating. Most  automob i I e engines  operate 
normally  with  water  temperature  between 
160  and  180  degrees  Fahrenheit.  If  tem- 
perature rises  close  to  the  boiling 
point  --  212  degrees,  the  cause  of  trouble 
must  be  found.  It  may  be  any  of  the 

f 0 1 I ow i ng : 
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ASA-E.  4 D. 
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m 

m 


■I 


Wm 


lERIC 


Insufficient  water  in  the  radiator 

Clogged,  punctured!  soft!  or  weakened 

hoses 

A worn  or  broken  water  pump 
A leaking  radiator 

Failure  of  the  thermostat  to  operate 

properly 

A broken  or  slipping  fan  belt 
Radiator  clogged  with  mud  or  insects 
Insufficient  oil  in  the  crankcase 
Clogged  oil  line  or  defective  oil  pump 
Improperly  timed  ignition 
incorrect  "gas"  mixture 
Excessive  heavy  pulling 

The  all  acssSMte  aaMflS  shows 
whether  or  not  there  is  sufficient 
pressure  to  pump  the  lubricating  oil  to 
parts  where  it  is  needed.  Normal  oil 
pressure  varies  in  different  makes  and 
models  of  cars.  Any  abnormal  reading 
on  this  gauge  indicates  trouble.  On 
some  cars,  a red  I ight  shows  when  pres- 
sure is  down . 

The  ammeter  measures  the  flow  of 
electric  current  to  and  from  the  stor- 
age battery.  The  indicator  on  the  am- 
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GAUGES  AND  METERS  ASA-E.  & D. 

meter  shows  how  the  supply  of  electric 
energy  in  the  battery  is  being  used. 

On  some  cars,  a red  light  flashes  on 
when  current  is  used  faster  than  the 
generator  produces  it. 

if  the  ammeter  shows  DISCHARGE 
when  all  electrical  switches  are  turned 
off,  or  when  the  engine  is  running 
rapidly,  the  battery  will  run  down  and 
have  to  be  recharged. 

The  battery  itself  should  be  checked 
regularly  and  supplied  with  clean  water^ 

4 

preferably  distilled,  to  keep  the  level 
of  the  liquid  above  the  battery  plates. 

If  the  plates  dry.  battery  life  is 
greatly  shortened.  It  is  a good  prac- 
tice to  check  the  battery  water  every 
time  the  gas  tank  is  filled. 

The  reading  should  be 

checked  frequently  when  driving.  With 
today's  fast,  easy-driving  cars,  only 
the  spei  dometer  may  tip  you  off  to  the 
fact  that  you  are  driving  faster  than 
you  think.  This  is  especially  true  on 
highways  and  turnpikes. 

4 

The  odometer . located  next  to  the 

4 

speedometer,  indicates  the  number  of 
miles  the  car  has  traveled. 
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ASA  « E.  Ac  D. 

Class  Date  Teacher 

QUESIIfiNS 

1)  It  is  a good  idea  to  keep  the  gas 
tank  well-filled  because: 

a)  it  is  cheaper  in  the  long  run. 

b)  the  car  will  run  better  with  a 
fu I I tank. 

c)  it  is  inconvenient  and  time- 
wasting  to  run  out  of  gas. 

2)  The  temperature  gauge  in  a car  is 
always  the  same  as  the  outside  tem- 
perature. True  or  False? 

3)  Three  possible  causes  of  engine 
overheating  are: 

a) 

b) 

c ) 

j. 

4)  The  level  of  water  in  the  battery 

should  be the  battery 

plates. 

5)  The  odometer  measures  the  driving 
speed.  True  or  False? 


MANPOWEE  DEVELOPMENT  TRAINING  PROGRAM 


A.S.A.--»E  and  D» 
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Language  Lesson  for: 

GAUGES  AND  METERS 

1»  Blackboard  Phrases:  meter  a measure 


hydrometer 

barometer 

speedometer 

fat homometer 

thermometer 

ohmmeter 

ammeter 

multimeter 

odometer 

Define  the  use  of  each  of  the  above  meters.  What  do  they  measure? 


hydrometer 

measures  water  (hydro) 

speedometer 

measures  speed 

thermometer 

measures  heat  or  temperature 

ammeter 

measures  electric  current  flow  to  and  from 
storage  battery 

odometer 

measures  mileage  traveled 

barometer 

measures  air  pressure 

fathomometer  - 

measures  depth  of  the  ocean  in  fathoms  (6  miles) 

ohmmeter 

multimeter 

measures  ohms  - or  resistance 

measures  current,  a.c.  and  d.c.  voltage,  and 

resistance.  A combined  ohmmeter  and  ammeter. 

multimeter 


V 
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HCMtfORK  ASSIGmMT;  GAUGES  ARP  MBnfERS 

^ame_, ^cLAss ^DATE ■ mcm 

1.  An  instnottont  that  measures  the  depth  of  the  ocean  is  the 

2.  To  measure  units  of  resistance,  and  ie  used. 

• r*  » 

j ’ * . 

3»  The  number  of  miles  a car  has  traveled  is  indi.cated  on  the 

4*  The is  used  to  test  the  condition  of  the  antifreeze. 


5.  The  flow' 9/  current  to  tho  storage  battery  is  measured  by  the 


ASA  - Ec&Do 
Teacher *s  Gvdde 


» . i»s 


) 


mMPOWm  XWKLOFMT  TMXN’IIG  FEOGUm 
mjfLf 
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[»  ai 


Baeic  Mmcatim 


er|c 


I.  Blackboard  pfera0«!<SJ  to  iMtraduci»i 

m Fmm  'mw 


II. 


Acts  like  a dra’wbridg® 
diecoanect  tffee  crsaskeSsaft 
gears  of  d3.ffer®nt  siaes 
releag^ea  the  clutch 
Idgh-gear  for  ertiising 
the  differeatlal  gear® 


r®Ter®€«>g©ar  for  backiiKtg.  up 
a 0©ft  steel  drift 


the  right  gear 
in  the  f roist 


the  bA3.»ce  of  the  car 


Blackboard  sentences s 

1)  When  yon  itse  the  clntch 
or  dlscomecting  the 


to  shift  gears  js  you  are  comectiag 
md  the  tmnsraisaim. 


2}  In  standard  shift  cars,  the  driyer  chooses  the  right  gear  hj 
»©ylng  a leyer. 


3)  The  powdT  travels  fresa  the  traniS3sd.»sion  back  throuj^  the  daiiye 
abaft,  t©  the  rear  akle. 


4)  The  differential  gears  are  2.ocat®d  between  the  tw  rear  asie®. 


5)  There  are  s<3^9  cars  where  the  transsiission  is  placed  in  th@  rear. 


\ 


liM 
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Baaic  Education  Dapartaent  ASA  - E.&D. 

THE  POWER  TRAIN. 

The  "power  train"  is  a series  of 
parts  which  carry  the  power  from  the 
crankshaft  of  the  engine  to  the  rear 
wheels. 

The  parts  that  make  up  the  power 
train,  in  order,  are:  the  Clutch,  the 
transmission,  the  drive  shaft,  the  dif- 
ferential gears,  and  the  rear  axle. 

The  clutch  is  the  part  that  connects 
the  engine  to  the  power  train.  The 
clutch  acts  like  a drawbridge.  When  you 
use  the  clutch  pedal  to  shift  gears,  you 
are  connecting  or  disconnecting  the  crank 
shaft  and  the  transmission. 

The  power  travels  from  the  clutch  to 
the  transmission.  The  transmission  is  a 
box  that  contains  gears  of  different 
sizes.  In  standard  shift  cars,  the 
driver  chooses  the  right  gear  by  moving 
a lever  called  a gear  shift.  He  steps 
on  the  clutch  pedal  and  releases  it  as  he 
moves  the  gear  shift.  He  uses  low  gear 
to  start  the  car;  to  gain 

speed;  high  gear  for  cruising;  and  re- 
pear  for  backing  up.  Cars  with 
automatic  transmission  save  the  driver 
the  job  of  changing  gears  In  forward 
speeds. 

Transmission  repair  is  a highly 
specialized  type  of  work.  Very  often. 
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Ihe_£flMeri„Icain  ASA  - E.4D. 

the  transmission  has  to  be  taken  apart 
because  of  worn  or  broken  bearings  or 
gears.  In  shops  where  transmission  work 
is  done,  only  a soft  face  hammer  or  a 
soft  steel  drift  is  used  on  the  case- 
hardened  parts. 

¥ 

In  most  cars,  the  transmission  is 
mounted  in  the  front  of  the  car.  The 
power  travels  from  the  transmission  back 
through  the  drive  shaft  to  the  rear  axle. 
The  rear  axle  moves  up  and  down  when  the 
car  goes  over  bumps.  There  are  some  cars 
where  the  transmission  is  placed  in  the 
rear  of  the  car.  In  these  cars  there  is 
no  raised  part  on  the  floor  that  goes 
down  the  center  of  the  car.  The  balance 
of  the  car  is  also  improved. 

Back  of  the  drive  shaft  are  the 
rear  axle  gears.  They  carry  the  power  to 
the  rear  wheels.  The  differential  gears 
are  located  between  the  two  rear  axles. 

it 

When  a car  goes  around  a corner,  these 
gears  allow  one  rear  wheel  to  turn  faster 
than  the  other. 

There  are  cars  and  trucks  which  have 
four-wheel  drive,  where  power  is  sent  to 
all  the  wheels.  Some  European  cars  have 
front-wheel  drive  only. 


A t ■' 
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Class 


Date 


Teacher 


Itl£-Eai4l£E_ISAiii 


ASA  - E.&i:. 


au£siiaM£ 

” ♦ 

1.  The  clutch  acts  like  a drawbridge  con- 
necting the  crankshaft  and  the 

2.  The  transmission  of  a car  is  always 
found  up  front.  True  or  False? 

* 

3.  Most  often  the  transmission  has  to  be 
repaired  because: 


a)  the  car  has  been  driven  more 
than  50 ' 000  miles. 

b)  the  bearings  or  gears  are  broken 
or  worn  out. 


4.  Power  for  the  rear  wheels  is  provided 
by  the  gears* 


The  ■ gOarS  al  lOW  ODC 

wheel  to  turn  faster  than  the  other* 


MAiJPOVvJSE  DSVSr.OPPiENT  TRAINING  PROGHAtl 
A.  S.  A.  - «'E  and  D» 


UMGUAGE  LKSSOH  FOR: 

THE  POWiH  T'lAIJj 

Blackboard  Phrases:- 

The  Sound  Of  "OO" 

end  sing  speed 

the  cooling  system 

bruises  and  cuts 

toolroom  helper 

BiOTC  the  lever 

crude  oil 

remove  the  sludge 

glue  pot 

ij'iip^^oved  performance 

blue  paint 

choose  the  gear 

screws  and  bolts 

loosen  the  lugs 

chew  your  food 

brake  fl\^d 


MANPOm  DfiVilLOPMENT  TKAINIijO  PROGiUM 


A.S.A.  - »K  and  D«  T.  0.  # 22 

HOTiEWCEK  ASSIGMKT  for? 

THE  POWER  TRAIM 

tiAME  • CLASS_ DATE TEACHER,  ^ 

FILL-IN 

1.  A word  that  describes  a condition  that  is  better  than  before 

is  . . ■ 

2.  High  gear  is  best  for  speeds. 

« 

3.  Oil  that  has  not  been  refined  is  csG^led  oil. 

4.  Before  a wheel  can  be  • , the  lugs  must  be 

> 

5.  Your  digestion  vdll  Im  « if  you  7^^ 


food  more  carefully. 


i 


' 1.  .1 ih  ,J J_.  ,l;  , 4. 
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• KAI^OTO.  KBVJMjPUSTi! 

mtm 

Biflo  .e*  « . 

iiSA  - 4fe  0> 
*t««her»«  GuiM 

It  BlUeSd»o»i4  ptuTftfftfft  ti»  int9odi«$«t 


iTDxi^iira  iamos  loaBW®  • f A^iaiiirij  inmGm 


fteaitlJUiJp'  tlici;  TftMifiieQni 

K^e  doeifflpRs 
bolttt  ind  %m  fljRi.lftr 

8Wtt®IW<l  bli®  plbob)  Ojf  tlUXB'fltlSt®' 

mcommss  w imii^h. 

<m»9  to  tho 

tbo  rivet  i$  tUUmirn 

lit  KUidbd>ofl|jrit:  ientenisess 

1)  »wt  ftaitieM  al»i«  fwjUnwa  la  eabtaote  ulth  mmr  fsiRiiU  drcmr*  dIKUIi  iw 
libelled  i^th  the  name  oi  the  feetener  foimA  ineide* 

it  . 

8)  IharA  ww  ■U'f  «til.«tie»  of  bolts.,  aereiot,  ^Lo*,  mi  zIt^o. 

3)  Bolto  awt  ■ovem  «n  «ni«ugr  anMl  weozAtng  to  tboijF  i«ngtb,  oluipo  of  , 
htid«  dlwieter^.  end  the  nmober  of  throede  per  lueh* 

4)  The  plteh  le  the^  dietinoe  frcet  cnie  threid  to  another# 

5>  la  addlUoa  to  tim  fOmlUar  stiaij^  «lot>oer«w,  tho  PbUllps-b««d  miw, 
as4  tb»  Alioa-ri^.  MreiF,  wra  oltm  aaod  la  wita«a>tlTO  aoifc. 


& partiepj^  fuetener  le  ehfiNm 

lift  repilrtas  er  repleoiog  pertg 

the  neet  eownon  tsrpe g of  fentepere. 
both  iftdtoi  ere  threid.<!iil 
the  eesneedeed  - 
Phinip»»heid  eerei^ 


lUNPCWER  DSVSLOPNKIt  TE4JNXHG  PH06HAX 
BEOCELII  imt  XEAIIM^ 


lie  Idvcation 


A;SA*-2,  k D. 


- FASimaG  MCTl^ 


'jTher|^-:;.aip,e:;^^^  d i<f f ereftl;-;' dev i c,es, 
used  S f'fereot- '.parts  to'- 

■feth,dr  tfcie:' Wdtdsrn  . auto«e^;:i e^.  ..Why'" a';v- 
par't  j;cu  aste  i s chosd'd,'.;for,  a'-cer-' 
te  i j'Op.:.;d'ap;  'depend;  'on  many  ;:t;h  i nps ; ■,  the  '. 

matei* rarsr;r:t.- i ng-  togdfttep l.ts',  pd* 
s ; 1 1;.  d n.  ■ r n e e w i ‘ M e v e r ■ - 

have  to  he  taken  out  or  oban|dd ; whether 
or  nd,t j ,| ■;::':Wl.|  | ; 'shd^-;  .and ' 'thdl'-k  i nds  'of ' ■■  ■ 

;l  3 : o,sdd:.i:h  / indtal  I ing  t^h'ife;;fastener  , ' ' 


; .1 1 Is  important  for  anydne  working 
in  a sery^ice  statidn  to  liar  with 

‘the;'fastdnefS';;a  used^^Most  welf-  , 

.run  sta.t Ions. '^.ha've '.cab inets.'tid^’;, hold-'. these. 
fastener’s  ' I n.'  the'" 'tool  ■ room... /■'.■These  'Cab^  / v..-: 
inets  have  many  smal I drawers  which  are 
labeled  with  the  name  of  the;  '/ 

found.  insJ-de:. 


In  reparr  I ng  or  rep  lac  I ng  parts  in 
a car.  It  Is  often  necessary  t break 
the  bolt  on  rivet  that  is  holding  a part 
in  place.  This  Is  particularly  true  in 
older  cars  where  the  parts  have  had  a 
great  deal  of  wear.  It  is  always  a good 
Idea  for  an  attendant  to  take  a good  look 
at  the  part  he  is  servicing  before  begin- 
ning any  work.  Th I s will  enable  the  at- 


tendant to  see  what  the  trouble  is^  but 
also  let  him  get  a good  look  at  how  the 


part  is  placed 
fasteners  are 


to  see  what  kinds  of 
used;  to  make  decisions  : 
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about  what  tools  and  parts  he  will  need 
to  do  the  job;  and  to  decide  what  his 
p I an  of  work  will  be . 


The  most  common  types  of  fasteners 
are  bolts,  screws^  pins  and  rivets. 

There  are  many  varieties  in  each  group. 
Bolts  and  screws  are  similar  in  that  they 
both  have  heads  and  threaded  parts.  A 
bolt  usua I I y extends  beyond  the  materials 
it  is  holding  together  and  needs  a nut 

on  the  exposed  end  of  the  bolt  to  finish 
the  Job. 

A stud  is  a special  type  of  bolt 
which  has  no  head.  It  is  often  found  in 
engine  cylinders.  Both  ends  of  the  stud 
are  threaded.  One  end  is  screwed  into 
the  cylinder,  another  part  is  placed  on 
the  stud,  and  then  a nut  is  placed  on  the 
exposed  end  of  the  stud  and  tightened. 

In  this  way  all  the  parts  are  held  to- 
gether. 

, Bolts  and  screws  are  usually  marked 

according  to  their  length,  shape  of  head, 
diameter,  and  the  number  of  threads  per 
' inch.  A special  type  of  gauge  is  used  to 
measure  the  aiis.ii  of  threads.  The  pitch 
is  the  distance  from  one  thread  to  another. 

Most  bolts  have  hexagonal  or  six- 
sided  heads.  They  are  usually  called 
"hex-head”  bolts.  Machine  screws  have 
heads  that  come  in  many  shapes  and  are 
installed  with  a screw  driver.  In  addi- 
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tion  to  the  familiar  straight  slot  screw^ 
the  Phillips-head  screw  and  the  Allen 
type  screw  (set  screw)  are  often  used  in 
automotive  work.  These  require  special 
screwdrivers  and  are  used  because  their 
installation  is  less  likely  to  cause 
damage  to  the  finish  of  the  car. 

One  special  type  of  screw  is  known 
as  a sheet  metal  screw  or  a se I f-ti^pp  j ng 
S£C£5S[.  It  has  a tapered  point  and  Will 
cut  its  own  threads  as  it  Is  screwed  in- 
to the  sheet  metal.  These  screws  are 
used  to  hold  sheet  metal  parts  together. 

A hole  is  first  punched  or  drilled  into 
the  sheet  metal,  and  then  the  screw  is 
turned  into  the  hole. 


A rivet  is  a metal  pin  with  a head 
on  one  end.  it  also  holds  two  parts  to- 
gether. After  the  rivet  is  passed  through 
the  holes  in  the  parts  to  be  joined^  the 
small  end  of  the  rivet  Is  flattened  into 
a head  by  means  of  a rivet  set  or  the 
peen  end  of  a ball  peen  hammer. 


In  addition  to  holding  pieces  of 
metal  together , rivets  are  also  used  for 
fastening  brake  linihgs  to  brake  shoes. 


{ > 
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!»  liiost  stations! 
stored  i n 
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in  cabinets. 
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2)  Soaetiaes  ft  is  rtec8(88(^|  to:^^3^^ 
the  bo  i t ©r'Pfvef.  barttill'i'i^i^^ 


a ) cbeaper' aodel/ ' C:a^r%' 

b)  sports  xar a.  , 
g)  older  cars 


:v 


3)  A stud  has  a larg#  hdalf; 
raise? 


or 


4)  Bo  i ts  and  scr-ewsv  ap'@  ' 1^^ 

accord  i.ng  to  s'-  ’ ' 

i I • ■ , -.V  ■ ■ 

■ ■ aj  ' .'.v 

■ ■■  b)  ' ■ , ‘ ■ 

c)  . . ■ ■ ^" 


5)  A sei f- tapping  screw  is  kioiin  as  a 

. • • • • • . ' ’ ’ ‘ ' i * ' . r*  ••  * * r • » » 

screw. 
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LANGUAGE  LESSON:  HOLDING  THINGS  TOGETM  « FASTENING  DEVICES 

I-  BLACKBOARD  PHRASES:  Th»  Sound  Of  hQO» 

pmh  and  pull  foot  brakos 


lift  the  hood 


pulley  syatem 


crooked  line 

ji 

worn  l^b^Lngs 

seat  cushion 
* 

blackboard  SENTSWCaSS: 


. sugar-coated 


hook  and  ladder 
wood  finish 


1.  The  mechanic  replaced  the  worn  bushings  in  the  motor., 

2.  Dual-controlled  autos  have  double  foot  brakes. 

3.  Sometimes  a seat  cushion  helps  give  a driver  a better  view 
of  the  road. 

A*  Leaking  gas  stained  the  wood  finish  of  the  station  wagon. 
5*  A pulley  system  was  used  to  lift  amall  tools  to  the  second 


floor  toolrocan. 
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HOMEWORK  ASSIGNMENT;  HOLDING  THINGS  TOGETHIK 

NAME CI&88  Date Teacher 

1.  A of  »echanical  power  which  ueee  a rope  or  a wheel  is 

called  a • 

2.  The  service  station  sells  nany  different  kinds  of 

i 

^ to  give  the  driver  a better  view  of  the  road. 

* 

3«  The  ytovlt  on  hydraijlie  power. 

* 

4.  The  Kschanies  had  to  and  to 

resaove  the  broken  wheel  axle. 

5.  The  attendant  must  renwwftber  to  the 


and  check  the  oil  and  water 
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Basic  Education  Department 
Reading  Comprehension 


ASA  - E.  & D. 
Teacher’s  Guide 


I.  Blackboard  phrases  to  introduce: 


STEPPING  ON  THE  BRAKES 


good  braking  action 
hydraulic  pressure 
forces  the  brake  fluid 
pistons  in  the  wheel  cylinders 
amount  of  pressure  applied 
over  a period  of  time 
pressure  tank  method 


set  the  brakes  fully 
improper  lubrication 
making  brake  adjustment 
during  this  inspection 
the  brake  fluid  level 
manual  bleeding  method 
cleaned  satisfactorily 


the  manufacturer’s  specified  level 


II.  Blackboard  sentences: 

1)  Stepping  on  the  brake  pedal  forces  fluid  out  of  the  master  cylinder, 
through  the  tubing  or  brake  lines,  and  into  the  wheel  cylinders. 

2)  Each  time  the  brakes  are  applied,  a small  amount  of  brake  lining 
is  worn  away. 

3)  The  first  step  in  checking  or  making  brake  adjustments  is  to  re- 
move one  of  the  front  wheels  and  inspect  the  brake  lining. 

4)  From  time  to  time,  you  get  a "spongy”  feel  vdien  the  brake  pedal 
is  pushed  down. 

5)  "Bleeding"  is  a process  used  to  remove  air  from  the  hydraulic 


system 
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Basic  Education  Department-  ASA  - B.  & D» 

Reading  Coi^rehension 


STEPPING  ON  THE  BRAKES 

With  good  brakes  and  a dry  road  it 
takes  almost  the  length  of  a football 
field  to  stop  a car  moving  70  miles  per 
hour.  Even  at  slower  speeds,  the  need 
for  good  braking  action  should  be  a major 
concern  of  both  the  driver  and  the  man 
who  services  the  car. 

Ear  I y automobiles  had  brakes  only  on 
the  rear  wheels.  Cars  today  have  brakes 
on  a I I four  whee Is. 

Most  brakes  today  operate  by  hydrau- 
lic pressure.  The  hydraulic  braking 
system  consists  of  a master  cylinder  and 
brake  pedal,  one  or  two  whee!  cylinders 
at  each  wheel,  tubing  which  connects  the 

master  cylinder  to  the  wheel  cylinders, 

. * * 

the  brake  shoes,  the  brake  drums,  and 
hydrau I i c brake  fluid. 

Stepping  on  the  brake  pedal  forces 
brake  fluid  out  of  the  master  cylinder, 
through  the  tubing  or  brake  lines,  and 
into  the  whee!  cylinders.  (Hydraulic 
brakes  can  be  compared  to  a rubber  glove 
that  is  filled  with  water.  When  it  is 
squeezed  an  equal  pressure  is  sent  to  all 

the  fingers.  When  the  brake  pedal  is 

¥ 

pushed  down,  equal  pressure  is  sent  to 
all  parts  of  the  brake  system. 

Pistons  in  the  wheel  cylinders  force 
the  brake  shoes  outward  against  the  brake 
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drums.  The  friction  between  the  brake 
shoe  lining  and  the  brake  drums  causes 
the  car  to  slow  down  or  stop,  depending 
on  the  am^ount  of  pressure  applied. 

Power  brakes  use  power  from  the  en- 
gine to  force  the  fluid  to  the  cylinders 
when  the  driver  presses  the  brake  pedal. 
Power  brakes  make  stopping  the  car  much 
easier  and  require  less  foot  pressure. 

Making  Brake  Adjustment 

Each  time  the  brakes  are  applied,  a 
small  amount  of  the  brake  lining  is  worn 
away.  Over  a period  of  time  this  normal 
wear  creates  a large  space  between  the 
brake  lining  and  the  brake  drum.  This 
large  space  means  that  the  brake  pedal 
must  be  pushed  down  further  to  get  the 
right  pressure.  Generally,  if  the  driver 
has  to  push  the  brake  pedal  more  than 
half-way  to  the  floor  of  the  car|  he  can 
tell  that  this  space  is  too  large.  The 
brake  pedal  should  never  have  to  be 
"pumped"  to  set  the  brakes  fully. 

The  first  step  in  checking  or  mak- 
ing brake  adjustments,  is  to  remove  one 
of  the  front  wheels  and  inspect  the 
brake  lining.  If  the  lining  is  worn  the 
brake  shoes  should  be  relined  or  replaced 
Care  must  be  taken  during  this  inspection 
to  avoid  getting  dirt,  grease  or  oil  on 
the  I inings.  The  amount  of  I ining  wear 
found  on  this  one  wheel  is  a good  indica- 
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tion  of  the  amount  of  wear  on  the  other 
three  wheels.  If  th®  lining  thickness 
on  the  first  wheel  is  all  right,  the 
other  wheels  will  not  have  to  be  removed 
for  inspection. 

Sometimes  the  brake  shoes  need  to  be 
adjusted.  A star  wheel  adjusting  screw 
is  used  to  move  the  shoe  closer  to  the 
brake  drum.  Each  wheel  may  be  jacked  up 
separately  or  all  four  may  be  raised  off 
the  floor  to  make  this  adjustment. 

The  next  step  is  to  check  the  brake 
fluid  level  in  the  master  cylinder 
and  add  fluid,  if  necessary,  to  the 
manuf acturer * s specified  level. 

From  time  to  time,  you  get  a "spongy 
feel  when  the  brake  pedal  is  pushed  down. 
This  is  due  to  air  in  the  brake  system. 
Air  can  enter  the  system  when  the  fluid 
. level  in  the  master  cylinder  becomes  low, 
or  whenever  any  part  of  the  system  is 
taken  apart,  or  through  leaks  in  the 
system.  "Bleeding"  is  a process  used  to 
remove  air  from  the  hydraulic  system. 

This  can  be  done  by  either  the  manual 
bleeding  method  or  the  pressure  tank 
method.  When  using  either  method,  care 
must  be  taken  to  avoid  getting  dirt  and 
grease  into  the  system. 

Other  troubles  such  as  uneven  or 
o grabbing  brakes  may  be  caused  by  grease 

ERIC 
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and  oil  on  the  linings  due  to  improper 
lubrication,  worn  grease  seals,  or  care- 
less handling  of  brake  linings.  A leak- 
ing wheel  cylinder  will  also  cause  grab- 
bing brakes  when  the  brake  fluid  gets  on 
the  linings.  Linings  soaked  with  grease, 
oiU  or  brake  fluid  must  be  replaced 
since  they  cannot  be  cleaned  satisfac- 
tor i I y . 

The  braking  system  should  be  checked 
periodically  for  wear,  leaks,  and  safe 
braking  action.  Repairing  brake  troubles 
quickly  will  give  everyone  the  insurance 
of  safe  driving. 
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Class Date  TeAnher» 


SI£££iNa»QM_Iii£_aaAK£S 

aU£SIlQNS 

1 ) Most  brakes  today  operate  by 

2)  The  brake  fluid  is  in  the 


3)  The  car  is  stopped  because  of: 

a)  the  friction  between  the  brake 
pedal  and  the  master  cyl inder. 

b)  the  friction  between  the  power 

brake  shoe  lining  and  the  brake 
drum. 

c)  the  friction  between  the  brake 
shoe  lining  and  the  brake  drums. 

4)  Hydraulic  brakes  may  be  comared  to: 

a)  a rubber  shoe 

b)  a pressure  meter 

c)  a rubber  glove 

5)  Pistons  in  the  wheel  cylinders  force 
the  brake  shoes  outward  against  the 
brake  drums.  True  or  False? 
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Language  Lesaon: 


STEPPING  OH  THE  BRAK^gS 


«*  f 

1.  Blackboard  Phragesi  Prefix  - man  - (hand) 


V 


labor  'wi'thou't  aiachlnee 


rnamal  operatim 


careful  manipulation 


manuscript 


Prefix  - auto  -*  (eelf) 


autesaatie  - autcmation 

autmobiie 

autO“»uggestion 

» 

autograph 

autobiography 

autoncMoy 

autopsy 

autotype  ~ a process  of  permanent  photographic  printing  which 


reproduces  v/orks  of  art  in  monochrome 


'! 
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HOMEWORK  ASSiaNHMTg  STEPPING  OH  THE  BRAKES 

NAME CUSG  ^ DATS _ ^ mCHER. 

FILL-IN 

1.  A job  that  is  dona  vdthout  the  help  of  machines  is  calicd 

a operation. 

2.  Th,e  oppbaite  of  manual  control  is  control. 

3.  Another  name  for  signature  is  ' 

U»  pA  nation  that  is  independent  or  self-governing  is  an  . 
5.|j^The  act  of  molding  or  shaping  an  object  by  hand  is  called 


6. . Experts  fear  that  many  workers  will  lose  jobs  because  of 


■ o 
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Teacher *s  Guide 

I*  Blackboard  ptoases  to  introduce j 
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SOTPim  DISTANCES 


modern  passenger  cars 
% 

a qualifltsd  dri'V'^jfr 
a tremendous  offcsct 
the  road  jadhesion 
the  operating  efClciencj 
maximum  stopping  action 
K.  Kllackboard  sentences  ? 


directional  control 
a considerable  aJBount  of  time 
the  reaction  time 
appl7  the  brakes 
«3cc©pt  foie*  emergencies 
various  ir*oa<i  conditions 


!l..  Except  for  great  miergencieis,  the  good  drilver  brakejs  without 
sliding  hiis  wheels . 

2^  One  of  the  most  iiaportant  points  to  rmmh&r  is  the  tr®aendous 
variation  in  stopping  distances, 

3#  Poor  brake  adjustment  lowers  the  operating  efficiency  of  th®  brakes, 

4.  stoppling  di.stanc©  sp>eed  may  b©  thirtsOT,  times  as  long  on  an 
icy-  road  as  imder  good  roa,d  condl-tions. 

5*  As  car  speed  increases ^ thst  ro.ad  adhesion  is  less. 
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SIOPPB^iG  DI^TANC.»J3 
A chart  has  been  prepared  which  shows  stopping  distances  for  modern 
passenger  cars  under  different  kinds  of  road  conditions.  The  chart  shows 
minimuin  stopping  distances  for  skilled  operators  under  ideal  test  conditions, 
average  stopping  distances  which  may  be  attained  by  average  drivers  of  cars 
in  good  condition  on  noraal,  dry,  paved  roads,  and  stopping  distances  under 
winter  coi^ditions  of  packed  snow  or  dry  ice. 

Kith  good  brakes  and  a qualified  driver,  the  distance  required  to 
stop  a motor  vehicle  depends  on  three  factors:  1,  speed,  2.  the  nature 
of  the  road  surface,  and  3.  the  condition  of  the  tires.  The  effect  of 
road  conditions  on  stopping  is  great.  The  stopping  distance  speed  may  be 
thirteen  times  as  long  on  an  icy  road  as  under  good  conditions.  Car  speed 
also  has  a tremendous  effect  on  stopping  distance. 

The  braking  distance  from  ifO  MPK  is  almost  five  times  greater  than 
that  from  20  MPH,  and  the  distance  from  80  MPH  is  nearly  20  times  greater 
than  that  from  20  HPH,  Moreover  as  car  speed  increases,  the  road  adhesion 
is  less  and  the  stopping  distances  longer. 

Tire  condition  is  of  great  importance.  On  wet  roads,  badly  worn  or 
“bald”  tires  are  not  as  safe  as  tires  with  good  treads. 

Worn  brake  linings  or  poor  brake  adjustment  lowers  the  operating 
efficiency  of  the  brakes,  making  it  impossible  to  get  maximum  stopping 
action  between  the  tires  and  the  road. 

In  practice,  shortest  stopping  distances  are  obtained  when  the  tires 
are  sliding,  but  directional  control  is  lost  completely.  Except  for  great 
emergencies,  the  good  driver  brakes  without  sliding  his  wheels,  thus 
bringing  the  car  to  a stop  under  directional  control. 
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Another  important  point  to  remember  is  that  the  total  stopping  distance 
is  not  only  that  distance  over  which  the  brakes  are  applied,  but  the  extra 
distance  traveled  including  the  reaction  time  of  the  driver.  A considerable 
amount  of  time  is  required  to  move  the  foot  to  the  brake  pedal  and  apply  the  ■■ 
brakes.  For  the  average  driver  this  time  is  about  three-quarters  of  a second- 
tune  enough  for  the  oar  to  travel  a considerable  distance. 

Cne  of  the  most  important  points  to  remember  is  the  tremendous  variation 
in  stopping  distances  with  speed  and  under  various  road  co.nditions. 

When  driving  a car  in  traffic,  or  at  high  speed  on  the  open  road,  do 

not  take  for  granted  that  a stop  can  he  made  on  a dime.  There  may  be  many 
factors  working  against  you. 

iilGHT  FACTOES  v.HICH  AFFiiCT  STOPPING: 

1.  Speed  2.  Driver  skill  and  alertness  3.  Condition  of  brakes 
A.  Surface  of  road;  type,  wet  or  dry,  rough  or  smooth 
5*  Leaves,  mud  or  dirt  on  the  road  surface 
6.  Tire  condition;  tread  wear  7.  Reaction  time 
Se  Chains;  on  ice  or  snow 


1. 

2. 

3. 


4« 

5. 


QUESTIONS 

■nie  condition  of  the  road  is  of  little  importance  in  stopoinp  a ear 
THUS  or  FALSE  ? . ' " 

A good  driver  brakes  without  sliding  his  wheels,  and  stops  the  car 
under 


to  move  the 


For  the  average  driver,  it  takes  

foot  to  the  brake  pedal. 

a)  about  five  minutes 

b)  three  quarters  of  a second 

c)  about  one  second 

Stopping  distances  never  vary.  TRUE  or  FALSE  ? 

The  time  it  takes  for  the  driver  to  apply  the  brakes  is  called  the 
time. 
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lesson  for  jjjtoi.fPiniii:  M stances  : 

1*  ' lEIdfcclcboard  phrases  s the  sound  of  (lah) 


auto  coHilssion  . 
road  adhea'ion 
la'sciision  Instfrutoents 
fuaiion  of  jpiart>s 
loss  of  vlssioiii 
saiqpoism.'©  tD  weather 
pleaam?ft  trip 
safety  m®EiiBiar«HS 


final  dooision 
metal  corrosion 
drm  a conclusioin 
job  revision 
color  television 
leisure  tinafl' 
measure  the  oil 
unusual  conditions 
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X!C«  lEClackboard  setitences:: 

1.  The  tow  track  broiaght  iiu  the  two  cars  which  had  b©«>n,  to  m auto 
collision. 

Z»  'Grood  tires  ind,ll  jp;c*ovi)de  good  road  atihesion  and  hialpt  prevent 
skidding. 

jj*  Welding  andadl;d«r;Ln|g;  ana  methoda  of  productog  faiaian  of  pa3*ts  that 
■are  mad®  ©f  metal. 

J|.,»  .A  3Large  of  rocad  maps  la  • kept  on  the  mixk  fcir  summer 

pleasure  trips, 

■ Proper  ijiinsiaisiing  ^yad  oiling  will  help  prev'mt  c^srjwffllon  of  metal 

' parts* 
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MAHPOWSR  DEVELOMKT  TRAIKING  PROGRAM 

A.S.A.  - ’*E  and  D” 


Homework  Assignment: 


fifarae 


Class  Date 


Teacher 


# 25 


Fill-in 

1*  A clean  dip  stick  is  used  to  

in  the  crankcase. 

2.  Modern  testing  equipment  and  ' make  it 

easier  for  the  mechanic  to  find  mechanical  troubles,. 

3.  Auto  travel  has  in<:reaoed  since  people  work  fewer  hoixrs  and  have  more 

■n»»  ■ »HMWiili>i|i»ii>iiii  <i^>i  r 1 in  i ti  n ntK i tt M.rri -“^irrmriw fiTif  * 

4.  Safety  measures  must  be  taken  to  protect  the  eyes  and  to  prevent 

' ' while  on  the  job* 

. An  auto  service  attendant  must  dress  properly  so  that  he  can  take 
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MMPOvwiA  mfiuLCFhiEm!  'hikTAim  PilOGiUM 


TliACHSi‘S  GUIDE 

BLACKBCAaP  PHRASES  TO  imODUCE; 

aioke  and  fog 

a serious  probien 

a severe  case 

weather-trap 

breathe  dirty  air 

two  pounds  of  poison 

cars  and  other  vehicles 

protect  our  health 

BLACKBOA.*tD  SENTEi^G  iS: 


Ji-26 


AIH  ruLLUTIOK 
the  smog  capital 
Angry  citizens 
the  federal  government 
air  quality  act 
local  authorities 
control  the  fumes 
strong  measures 
stop  burning  trash 


1.  Weather-traps  prevent  the  poisons  in  the  air  from  blovdng  away. 

2.  Los  Angeles  is  a good  example  of  a city  that  fights  air  pollution. 

3.  The  president  has  asked  Congress  to  pass  a strong  anti-poxlution  law. 


Instead  of  burning  trash,  we  should  use  trash  for  land  fili, 
5.  VJe  need  to  take  strong  measures  to  control  air  pollution. 


MAMPOWOSa  DOTLOPiMT  CHAINING  PROGRAM 
BEOOK3:.BI  ADDLT  TRAINING  CENTER 

Basic  Education  Dopartmeat  ASA  - B.  & D, 


AlR.EQLLUIiQM 


SMOG  is  a word  which  people  in 
London  made  up.  Letters  from  the  words 
SMoke  and  fOG  combine  to  make  SMOG..  It 
is  smoke  and  fog  which  together  give  us 
dirty  air.  A word  used  more  often  in 
the  United  States  is  air  "pollution".. 

No  matter  what  you  cal  I i t such 
air  is  dangerous.  Many  towns  and  cities 
in  the  United  States  already  have  a very 
serious  problem.  As  long  as  20  years 
ago,  a town  in  Pennsylvania  had  such  a 
severe  case  of  smog,  that  many  people  in 
the  town  became  sick  from  breathing  the 
air.  Twenty  people  died. 

What  makes  polluted  or  dirty  air? 
Furnaces,  factories,  trash-burning, 
automobiles,  trucks,  and  buses  are  smoke 
makers.  They  send  dirt  up  into  the  air. 
On  most  days  the  winds  carry  enough  dirt 
away  so  that  people  do  not  become  sick. 
However,  on  some  days  there  are  "weather- 
traps."  Then  the  dirty  air  is  not  blown 
away.  It  stays  where  people  have  to 
breathe  it. 


A city  like  New  York  puts  two  pounds 
of  poison  into  the  air  for  each  person 
each  day.  New  York  had  a scare  around 
Thanksgiving  time  in  1966.  A weather 
trap  kept  ail  that  poison  from  blowing 
away.  No  one  knows  when  such  a time  may 
come  again. 


4i3_£QLLUI12N 


ASA  - E.&Q. 


Los  Angeles  has  been  called  the 
"smog  cap i ta I " of  the  world.  The  air 
became  so  bad  there  that  angry  citizens 
said  that  something  had  to  be  done. 

They  have  been  fighting  smog  for  a long 
time  and  have  done  a lot  to  stop  air 
pollution.  Los  Angeles  is  now  a good 
example  for  other  cities  which  are  work- 
ing to  get  rid  of  dirty  air. 

Ail  of  us  need  to  breathe  pure  air 
and  drink  pure  water.  The  federal 
government  has  left  the  cleaning  up  of 
dirty  water  to  the  states.  The  states 
also  take  care  of  the  water.  But  air 
is  harder  to  control. 


Congress  passed  the  Clean  Air  Act 
of  1963.  This  helped  the  fight^  but  it 
was  not  enough.  Now  the  President  has 
asked  for  a new  law.  He  asked  Congress 
to  pass  the  Air  Quality  Act  of  1967. 

'-'Ongress  passes  this  act,  we  can  hope 
for  the  following  results; 


I .  Industries  wi II  have  to  control 
the  amount  of  poison  they  allow 
to  go  into  the  air. 


2.  Local  authorities  will  control 
the  pollution  of  air. 

3.  Cars  and  other  vehicles  will 

have  to  control  the  fumes  they 
make. 
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MR  POLLUTION  ASA  - £.&Q. 

4.  Enforcement  of  the  new  law  will 
be  speeded  up. 

5.  More  studies  will  be  made  to 
find  out  how  to  reduce  pollu- 
tion from  fuels. 

8.  More  effort  will  be  made  to 
understand  and  control  all 
k i nds  of  pollution. 

Scientists  tell  us  we  can  have 
clean  air.  They  know  how  to  get  it. 

We  must  want  them  very  strongly  - strong- 
ly enough  to  see  that  our  politicians  do 
what  is  necessary. 

We  will  have  to  stop  burning  trash. 
We  can  use  it  for  land  fill.  We  may 
have  to  stop  using  gasoline  or  diesel 
oil  to  run  cars.  We  might  use  electric 
cars,  at  least  in  cities.  We  need  to 
take  strong  measures.  Some  will  be  ex- 
pensive. But  whatever  it  costs  to  pro- 
tect our  health  must  be  spent.  Life 
itself  is  at  stake. 


4ia_PQLLUIIQIi 


ASA  - E.&D. 


Name 


Class 


Date 


Teacher 


aUtSIiQMS 

1)  Three  sources  of  dirty  air  are: 

a) 

b) 

c) 

2)  New  York  City  had  a serious  smog  scare: 

a)  during  the  summer  dry  spell. 

b)  Thanksgiving  time,  1966. 

c)  Christmas  time,  last  year. 

3)  The  smog  capital  used  to  be  in 

4)  One  answer  to  air  pollution  is  to  use 


5)  Instead  of  burning  trash,  we  can  use 
it  for 


MOTOWER  DEVELOPMENT  TRAINING  PROGRAM 

ASA  «E  arid  D» 

I*  Language  Lesson  for: 


AIR  POLLUTION  #26 

breathe  pure  air 

local  authorities 

weather  traps 

Plymouth  sedan 

breather  cap 

Thanksgiving  time 

other  vehicles 

health  hazard 

bathe  in  oil 

oil  bath 

lathe  operator 

wire  lath 

II,  Blackboard  sentences: 

!•  Air,  pollution  is  considered  a major  health  hazard, 

2#  After  a few  months  of  training,  Mr.  Smith  became  a first  class  lathe  operator, 
3#  The  plasterer  put  the  first  coat  of  fresh  plaster  on  the  wire  lath, 

4«  Weather  traps  prevent  the  dirt  in  the  air  from  being  blown  away, 

5,  Local  authorities  need  help  in  solving  the  problem  of  air  pollution. 


MANPOWER  DEVELOjPMSNT  TRAINING  PROGRAM 


Homework  Assignment  for: 

AIR  POLLUTION  #26 

NAME,^ CLASS  DATE  TEACHER 

mir-IN 

!.»  Mister  Withers  was  ready  to  trade  in  his  Buick  station  wagon  for  a 
new  • 

2.  It  is  necessary  for  people  to 

to  prevent  lung  disease. 

3.  The  Federal  Government  has  had  to  help 
control  air  pollution, 

4#  Before  plaster  can  be  applied,  a 

be  set  up, 

5*  The  attendant  forgot  to  replace  the 


HANPOWER  SISVELOFHKNT  TRAINING  PROCSUH 
A.».a.-"e  and  <!«  mCHEE'S  GUIIE  T.O.  #2? 

BUCKBOARD  PfIKASES  TO  INTROPaCBt 

THE  RETON  OF  THE  BLIGTRIC  CAR 


liiirtozy  repeat  (I  itself 
high  society 
batteiy-poiirered  ears 
land  speed  record 
hand-finished 
gasoXine-drlven  car 
hundreds  of  poundi^ 


elestrie  self-starter 
pneumatic  tire 
greater  ccmfort 
recharge  the  batteries 
refill  the  gas  tank 
car  designers 

A 

charge  it  up  I 


BUCKBOARD  SENMCES; 

!•  By  1925t  electric  cars  were  on  the  way  out,  and  gas-powered  cars  were 

* 

on  the  way  in* 

2«  With  pneumatic  tires  a car  can  travel  greater  distances  In  greater  comfcrt 
3»  Air  pollution  is  one  of  the  main  reeaons  electric  cars  may  be  coming  back* 
4*  TU'ie  electric  car  is  silent  and  does  not  pollute  the  air. 

5.  The  problem  with  the  electric  car  has  always  been  the  siae  of  the  battaiy. 


A.S.A.«“E  and  D” 


fHE  RETtmW  OF  THE  EIECTRIC  CAR  v<Jottt»d.) 


m 


Bat  Tim,  the  electric  car  is  coming  back,  FordMotor  Cooqpany  expects  to 
produce  electric  cars  by  1977*  Other  companies  are  working  on  the  same  idea* 
Why? 

Air  pollution  is  one  of.  the  main  reasons.  Gasoline  motors  cause  50  to 
60  per  cent  of  all  air  pollution*  One  etpert  says  life  for  man  will  end 
idthin  100  years  unless  something  is  done  about  air  pollution. now. 

We  must  have  transportation.  But  to  stop  air  pollution  we  must  cut 
down  bn  gas  engines.  How  can  we  have  transportation  and  no  pollution?  The 
answer  may  be  the  electric  carj 

The  electric  car  is  easier  to  build  and  run  than  the  cars  we  have  today. 
It  is  silent  and  does  not  pollute  the  air.  It  needs  very  little  repair  work. 
The  motor  will  work  for  years  without  attention. 

Car  designers  know  electric  cars  work.  The  problem  has  always  been  the 
size  of  the  battery.  It  la  big  (hundreds  of  pounds)  and  runs  down  quickly. 

This  problem  Is  almost  solved.  The  Ford  Motor  Company  has  designed  a 
new  type  of  battery.  It  is  high  in  energy  and  light  in  weight.  The  battery 
can  power  a car  for  125  miles.  Other  companies  are  working  on  other  forms  of 
battery  isower. 

In  10  years,  you  won»t  say  "Fill  it  up,  please"  when  you  drive  into  a 
service  station.  Instead,  you  will  say,  "Charge  it  up,  please," 


#26 
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HANPOWSR  DEVELOPIliaiT  TRAINING  PROGRAM 

A.S.A.-”E  and  D» 

Turn  .RETURN  OF  TOE  ELECTRIC  CAR 

They  say  that  histozy  repeats  itself.  And  history  is  about  to  repeat  the 
introduction  of  the  electric  car. 

At  one  time  the  electric  car  was  very  popular.  England  began  using 
electric  taxi  cabs  and  buses  in  the  IddO's.  The  electric  car  was  the  “in'* 
thing  for  high  Society  in  London,  Paris  and  New  York#  Battery  powered  cars 
were  everywhere* 

The  world's  first  land  speed  record  was  made  by  a battery  powered  car. 

* 

It  traveled  at  an  amazing  speed  of  39  miles  and  hour.  ■ 

At  one  time,  over  80  companies  were  making  cars  in  the  United  State 
The  cars  were  built  by  hand  and  finished  with  as  many  as  23  coats  of  varnish. 

f 

There  was  even  a vase  for  flowers  on  the  dashboard. 

But  the  electric  car  disappeared.  The  gas  powered  cars  we  know  tc4ay 
replaced  it.  Why? 

There  are  many  reasons.  One  of  them  was  cost.  A good  electric  ijar  cost 
about  $3,250.  You  could  buy  a good  gasoline  driven  car  af  the  same  quality 
for  about  $1,700  or  $1800. 

Ihe  batteries  were  another  problem.  The  batteries  went  dead  a.fter 
50  miles  or  less.  You  could  not  ^travel  far  unless  you  knew  idiere  to  get 
them  recharged  along  the  way. 

By  1925,  electric  cars  were  on  the  way  out,  and  gas  powered  cars  were 
on  the  way  in.  The  development  of  the  electric  self-starter  and  the  pneumatic 
tire  also  helped  to  kill  the  electric  car.  These  tires  meant  you  could  travel 
farther  in  greater  comfort  and  only  the  gas  powered  cars  could  travel  these 
distances.  It  took  only  minutes  to  refill  the  gas  tank.  It  took  hours  to 
recharge  the  batteries  of  an  electric  car. 


MANPOWER  DEVSLOPMT  TRAINING  PROGfiAM 
A,S.A,-«E  and  IRE  RETURN  OF  THK  ?*rr;RCTRIC  CAR 


#26 


QUESTIONS 


1.  Th«  «le6trie  car  is  a now  idea  for  the  future. 

TRUE  or  FALSE  ? 

2.  The  reason  that  electric  cars  disappeared  was: 

a)  people  were  afraid  of  batteries 

b)  cars  with  gas  engines  coat  almost  half  as  much 

c)  Electric  cars  made  too  much  noiae. 

3*  One  of  the  problems  with  electric  cars  was  the  need  to 
— very  often. 

4*  The  biggest  problem  with  electric  cars  is  the  of 

the  battery. 

5.  The  Ford  Motor  Company  has  already  developed  a battery  that  can 
power  a car  for 
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#27 


M1^A@  JESSON  TO  Tm  EETOI?  OF  m mgfHia  HAS 
M40.KM)4M.--?MA3ES;  th©  prefix  - (back\^  again) 


repeat  the  questiois 

th©  rettira  of  the  car 

replace  the  piirtn 

tiT6  retreiwi 

refiiaish  the  bod^ 

/ 

reetore  th©  firdish 


refill  th©  gas  tank 
recharge  the  batteries 
reduce  the  speed 
o31.  ,reil3Qer/ 
repaint  the  hood 
recap  th*s  tire 


2- 

1.  The  car  conld  aot  be  repaired  until  there  was  a r®|lac«^e'nt 
of  the  broken  parts. 

2.  The  dealer  tried  to  sell  Mm  a tire  with  a retread* 


3.  The  car  shone  after  th©  body  was  r©finitih.ed«. 


4o  2it-  bad  weather,  it  is  wise  to  rednce  driving*  ape^sd* 

5*  Th©  laan  brought  h.1®  car  in  to  have  th©  bsttesy  recharged* 


i 


■) 


MAM*i^OWER  DE^LOPMBKT  miHING  PROGRAt-i 


A.S.A.-»E  and  D«  #27 

HOMEWORK  ASSIGMMENT  »THE  RSTtlRN  OF  THE  ELECTRIC  CAR»» 

Marne  Class  Date  Teacher 

FILL  IN  THE  CORRECT  ANSWER:- 

1*  A place  where  gas  and  oil  are  purified  is  called  a 
2*  In  bad  weather,  signs  on  turnpikes  warn  drivers  to 

I r ' - ■ r ■ 1 - - r r - - * 

3*  Instead  of  a new  set  of  tires,  Mr.  Wright  bought  ed 

tires. 

4.  A good  coat  of  wax  will 
on  a dull  car. 

5*  After  traveling  4OO  miles,  Mr.  Johnson  had  to 


MAl^iPOVv’ER  DKVELOPMT  TRAINING  PHOGHAM 
a,s.a«  - “e  and  d»»  Teacher's  Guide  t.O. 

Introductory  blackboard  phras^  for:  YOUR  GAS  MUJSAGE  DEPETjPS  ON  Ynii 


use  more  gasoline 
cars  are  heavier 
engine  efficiency 
largest  single  factor 
an  econoiaical  model 
not  too  much  pressure 
green-light  jack  rabbit 


move  from  a stand- still 
best  performance 
poor  driving  habits 
keep  it  rolling 
don't  impress  anyone 
depress  your  gas  tank 
stop  and  go  traffic 


Blackboard  Sentences: 

'^^^^^^^***^^^*****^^*^*^‘**—  1 1 

1.  Your  car  engine  burns  the  most  gas  when  it  has  to  get  your  car  moving 
from  a stand-still. 

2.  Properly  filled  tires  have  neither  too  much  nor  too  little  pressure. 

3.  A driver  can  cut  his  gas  mileage  in  half  if  he  has  poor  driving  habits. 

4.  Get  into  high  gear  and  stay  in  high  gear  as  long  as  possible. 

5.  An  idling  engine  burns  about  a cent's  worth  of  gas  every  four  irdnutes. 


MANPOW  rCVELOPKBNT  TRAIHING  PROGRAM 
A.S,A.-"E  and  D»  #28 

YOUR  GAS  MILEAfflS  DKPaiDS  OS  YOU 

Cars  today  use  more  gasoline  than  the  cars  of  the  1,930  *«,  even  though 
engines  are  built  better  today#  The  most  in^rtant  reason  for  this  is  that 
cars  today  are  much  heavier,  and  are  built  for  greater  speeds#  Engines 
today  are  used  to  move  the  greater  weight  of  the  car,  and  are  not  able  to 
provide  more  mileage  for  every  gallon  of  gas# 

Yet  the  one  most  important  factor  in  the  number  of  miles  to  the 
gallon  a car  takes  is  the  driver# 

Maybe  he  drives  a small,  light  car*—  an  eoonoa^  model*  This  car  has 
an  engine  just  big  enough  to  carry  the  load*  It  does  not  have  a hot-rod 
engine  idiich  eats  a lot  of  gas# 

Maybe  the  driver  keeps  the  tires  of  this  economy  car  filled  with  the 
right  amount  of  air  all  the  time—  not  too  much  pressure,  nor  too  little 
pressure  in  the  tires*  Maybe  the  driver  always  has  the  engine  properly 
tuned-up  for  best  performance.  Even  with  the  car  in  top  condition,  poor 
driving  habits  can  cut  gas  mileage  in  half# 

Here  are  some  good  mileage  tips; 

1#  Don*t  race  the  car  to  make  the  green  light*  Fast  starts  are  not 
good  for  your  tires,  and  take  a lot  of  gas#  Yotir  car  engine  burns  the 
most  gas  when  it  has  to  get  your  car  moving  from  a stand-still#  This  is 
idly  so  much  gas  is  used  in  stop-and-go  traffic#  Once  the  car  is  rolling, 
the  car <8  weight  helps  to  keep  it  going.  Leas  gas  is  used# 

2*  Driving  in  high  gear  eats  the  least  amount  of  gas#  Get  into  high 
gdar  as  fast  as  you  can  and  stay  there  as  long  as  you  can.  Every  time  you 
shift  to  a larger,  slower  gear,  you  burn  more  gas# 


and  D«  YOUR  GAS  MILEAGE  DEPSMBS  OK  YOU  (c©nt*d.)  #2^ 

3,  Keep  a steady  speed.  Pace  yoxir  driving*  It  you  see  a red  li^t  a 
bXock  away«  ease  up  on  the  gas  pedal*  Very  often  the  light  will  have  changed 
to  green  by  the  time  you  reach  the  comer,  and  you  will  not  have  to  stop  at 
all*  When  you  avoid  the  conjplete  stop,  you  save  on  g;ae*  Remember,  every 
time  you  have  to  step  on  your  brakes,  you  waste  the  gas  it  took  to  get  you 
moving*  • 

4*  Don‘t  idle  your  car  when  it  is  not  necessary.  An  engine  that  is 
idling  burns  about  a cent’s  worth  of  gas  every  four  mi.nutes.  This  is  pretty 
eacpensive  when  you  consider  that  you  haven ♦t  gone  anytdiere.- 

QUESTIONS 

1.  Engines  today  use  more  gas  becauset 

a)  Cars  are  much  lighter 

b)  Roads  are  not  good 

c)  Of  the  greater  wei^t  of  the  car* 

2*  A hot  rod  engine  helps  to  save  gas. 

TRUE  or  FALSE  ? 

3*  An  engine  eats  the  least  amount  of  gas  when  it  is  in; 

a)  Low  gear 

b)  Idling 

c)  In  high  gear. 

4*  If  a car  is  in  top  condition,  the  driver’s  habits  cannot  rMuce  the 
gas  mileage* 

TRUE  or  FALSE  V 

5*  A great  deal  of  gas  is  used  in  traffic* 


T*0.#28 


MAi\i?OVrim  DEVELOPKfcNT  TR,-ahII\iG  PROGRAM 
A.S.A.-“E  and  D” 

Language  Lesson  for:  YOUi?,  GAS  x^lILEAGE  DEPi<:Mps  OK  YOU 


'l.«  Blackboard  Phrases: 
pleasure  trip 
heavy  traffic 
truck  driver 
tire  retread 
on  the  job  training 


consonant  blends  ~ dr  and  tr» 
good  driver 
drunken  driving 
drip  dry  clothes 
power  drill 
trunk  key 


building  entrance 
union  contract 
vdntry  weather 


hydraulic  brakes 
iron  foundry 
laundry  bills 


II.  Blackboard  Sentences: 

1.  Stop  and  go  driving  in  heavy  traffic  takes  a lot  of  gas. 

2.  He  could  not  find  a smaller  bit  for  the  power  drill. 

3.  His  six  month  course  was  followed  by  another  six  months  of 
or,\-»the-job  training. 

4*  His  license  was  suspended  after  he  was  arrested  for  dnonken 
driving. 


5.  Wintry  weather  driving  is  har.i  on  the  driver  and  hard  on  the  car 


MAKPOWEfi  DOTLOPMENT  miK'ING  PROGRAM 


HOmCM.  assignment  A.S.A.-“E  and  P«  #28 

YOtrn  GAS  M1LEA(IE  DEPENDS  ON  YOU 

NAMiB___ —CLASS PATE  mCM 

1.  Mr.  Porter  used  a bit  that  was  too  small  In  the  — — — 

2.  The  men  walked  out  of  the  shop  after  the  boss  refuf&d  to  sign 
the 

3*  the  parts  were  sent  out  to  the  . . for  casting. 

U*  In  some  stations,  . bills  are  shared  by  the 

attendant  and  the  boss. 

— • , - brakes  operate  with  fluid  in  a laaster  cgrlinder. 


MAJJPCMER  DEVELOPMENT  TRAINING  PROGRAM 


ASA  «»E  and  D” 


Teacher's  Guide 


I.  Blackboard  phrases  to  introduce: 


WINTERI2P4G  THE  CAR  #29 


strain  on  the  engine 
winter  servicing 
normal  operating  temperature 
overhead  valve  clearance 
apply  pressure 
spongy  brake  action 
replace  defective  parts 
shock  absorbers 
carbon  monoxide 


open  the  petcocks 
a chemical  cleaner 
reverse  flushed 
manufacturers  reccmanendations 
transmission  fluid 
exhaust  system 
suspension  system 
front  wheel  allignment 
the  reservoir 


II*  Blackboard  sentences: 


1.  Servicing  for  the  winter  is  extremely  important*  . 

2,  The  cooling  system  is  drained  by  opening  the  petcocks  in  the  block  and 
radiator* 

3*  If  there  is  some  question  about  vrtiether  the  themostat  is  working  properly, 
it  should  be  taken  out  and  chocked, 

4*  Check  the  hydraulic  label  in  the  reservoir  and  add  fluid  if  necessary, 

✓ 

5#  The  engine  produces  carbon  monoxide,  a deadly  gas* 


'/ 


$ 


«MPOM  mmcmm  mamm  phogham 

A«S»A#“***E  and  D‘*  ^29 

WINmiZBIQ  m GAR 

Cold  ¥#&thc?  driving  put©  a great  strain  on  the  engine  of  a car*  Cold 
weather  starte  and  cold  weather  road  conditions  take  a lot  out  of  a car. 
Servicing  for  the  winter  is  therefoi'e  esctreaaiely  iaiportvant*  Preparing  a car 
for  this  kind  of  weather  is  called  winterising* 

The  following  operations  are  usially  included  in  winterising  a car. 

1*  Cooling  systeai  «»  The  en^ne  Hoist  be  brought  to  nonaal  operating 
temperature*  Torque,  the  head  bolts  according  to  the  aianufacturers  directions* 
Overhead  valve  clearance  my  foe  changed  after  this  is  done,  and  it  is  best  to 
check  the  clearance  at  this  tiHie,  Check  the  cooling  system  for  leaks  before 
draining*  Special  testers  should  be  used  to  apply  pressure  to  the  system 
and  the  radiator  cap  should  also  be  checked* 

The  cooling  ^stem  is  drained  by  opening  the  petcocks  in  the  block  and 
radiator*  Water  is  3run  ti'irough  the  ^stem  until  the  water  that  drains  out 
is  clean*  If  there  is  a lot  of  rust  in  the  system,  the  system  aiki  heater 
should  be  flushed  with  a chemical  cleaner  in  the  water  or  reverse  flushed, 
to  be  sure  that  all  of  the  rust  deposits  are  removed. 

Hoses  that  look  soft,  or  cracked,  or  swollen  should  be  replaced.  All 
clamps  should  be  tightened*  If  there  is  soaie  question  about  whether  the 
thermostat  is  working  properly,  it  should  be  taken  out  and  checked  for 
proper  operation  and  correct  opening  temperature* 

When  the  flushing  is  finished,  all  petcocks  should  be  closed.  Anti- 
freeze and  water  should  be  poured  into  the  radiator.  An  anti-freeze  that 

will  not  damage  the  car  finish  i^ould  be  added  if  windshield  wipers  are 
installed* 


. \ 


a.S.A.~»*S  and  D«‘ 


TH.O  OmI  (eont»d.) 


2,  Fuel  Syscem  - The  sediment  bowl  and  filter  screen  should  be  rerrioved  and 
cleaned  thoroughly.  If  a cork  gasket  is  used,  the  gasket  should  be  replaced 
•with  a new  one  to  insure  proper  sealin,".  The  fuel  pump  should  then  ne  tested 
for  correct  pressure  and  delivery  rate, 

'The  carburetor  air  cleaner  should  be  serviced  carefully.  }’’ollow  the 
instructions  in  the  manufacturer's  manual.  After  the  cleaner  is  removed, 
run  the  engine  and  watch  the  action  of  the  automatic  choke  and  the  heat  riser 
valve.  If  they  need  servicing,  take  care  of  it  at  this  time.  Tighten  all 
rrtanifold  nuts  to  the  correct  torque. 

3»  Ignition  System  — Tune  up  the  ignition.  Cold  weather  can  interfere  with 
quic/c  starting.  It  is  therefore  advisable  to  replace  the  points,  condenser, 
and  spark  plugs  for  iraximum  efficiency  in  perfor/riance, 

4#  .Electrical  System  - The  generator-regalator  system  should  be  checked  for 
proper  operation.  Check  the  generator  output  and  test  the  regulator  for 
correct  settings.  Inspect  the  varing  and  connections  and  service  whatever 
needs  repair.  Check  the  condition  of  tl/e  storage  battery.  CJ'eck  the 
condition  of  the  fan  belt  for  wear  and  tension.  The  fan  bolt  is  important 
in  the  proper  operation  of  both  the  ’cattery  and  the  water  pump.  Check  other 
drive  belts  as  well, 

5.  Lights  - Check  all  laetps  for  brightness  and,  aim.  Replace  defective 
bulbs.  Adjust  headlights  for  proper  aim,  if  necessary. 

6.  rubricating  System  - The  oil  filter  should  be  rerfioved  and  engine 
crankcase  drained  for  winter  use.  Install  a nev;  oil  filter  and  refill 
the  crankcase  vatb  winter  grade  oil.  clean  and  service  the  breather  cap 
and  the  crankcase  ventilation  outlet  pipe. 


#29 


Ceont»#,) 

i«l)i4<s#fce  the  Aut«saKM?i3,^  and  feodf^  ae#0rdin$  to  the  iwmnfacturer^s 

roooosBiondatdsoiia  and  otlfor  oliooka  dd^astod#  The  differential,  and 

tranamlesion  fluid  na^  fee  drained  and  refiUed  at  this  tiiae,  if  neoeeaar^* 

7*  Braking  Syet^a  *.  ^d  braket  and  good  tiree  are  neceseai7  for  ante 
stopping  on  a diy  road  and  especially  on  a wet  or  slippery  road#  To  check 
the  brakes,  jaore  one  wheel  and  inspect  the  brake  linings.  If  ther  are  worn 
and  le^s  than  2«  thick,  they  must  be  replaced.  Adjust  the  brakes#  Check  the 
hydraulic  lalbel  in  the  reservoir  and  add  fluid  if  necessary.  Take  the  car  on 
a road  test  to  check  the  barkes  for  even  braking  action.  If  sspon^*  brake 
action  is  found  during  the  road  test,  you  should  bleed  the  systemt 

Examine  all  tires  for  good  tread,  cuts,  and  proper  pressure.  If  snow 

tires  are  used,  mount  thmt  at  this  time#  Where  necessary,  inspect  and  repair 
tire  chains. 

8.  Exhaust  ^stam  ^ !Kie  exhaust  system  must  be  inspected  thoroughly  for 
leaks.  Defective  parte  should  be  replaced.  The  engine  produces  carbon 
monoxide,  a deadly  gas.  This  gas  is  carried  away  from  the  car  into  the  open 
air  by  the  exhauet  system.  %t  there  is  exhaust  leakage,  there  is  danger  that 
the  gas  will  not  be  carried  away  from  the  car,  but  back  into  the  car.  This 
is  dangerous.  It  is  important  to  remember,  that  even  if  the  exhaust  system 
is  in  perfect  working  order,  it  is  always  safer  to  see  that  fresh  air  gets 
into  the  car  whenever  the  engine  is  running. 

9.  Suspension  system  - Check  the  steering  ^Stem  for  wear  which  might  create 
unsafe  driving  and  steering.  Check  the  shock  absorbers  and  springs  and  make 
whatever  replacements  are  necessary,  front  wheel  alignment  and  wheel  balance 

will  give  you  better  tire  service,  but  will  also  help  to  provide  safe  control 
of  the  car. 


and  D” 
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iC.  Accessories  - Check  the  windshield  wiper  blades.  If  they  are  worn, 

replace  them.  Also  check  the  heater  and  defroster,  the  controls  and  the 
air  darrij^ers, 

11.  ivody  care  ~ Cold  weather,  snow,  arid  sleet  all  cause  wear  and  tear  on 
the  auto  body  finish,  bashing  the  body  anci  vexing  it  with  a heavy  coat  of 
wax,  will  protect  the  car  finish  during  the  v.lnter  months,  b'ax  should  also 
be  applied  to  the  hurr.pers  and  other  chrome  accessories  to  nrevent  rusting. 

1.  Ti^auperatures  do  not  affect  the  perforaiance  of  ar.  aiitomobile  engine, 
TRlhi  or.  h’ALSi:  ? 


2. 

3. 

4. 


The  cooling  system  is  drained  by  opening  the  petcock  in  the 
'*hd  , 

ArAti— freeiie  should  poured  into  tlie  


5. 


The  fan  belt  as  iJi»portant  m the  proper  operation  ofi 
a)  The  radio  ax;d  heater 

1)  The  v/indshield  wipers 

c)  The  batter:/  and  the  water  purup. 

If  the  brake  liiiings  are  loss  than  _______ 

be  reolaced. 


inches  thick,  they  must 


MANPOWER  DiSVELOPMBNT  TRABOTG  PROGMM 
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LANGUAGE  LESSON  FOR:  mNYSRIZING  THE  CAR 

1.  BLACKBOARD  PHRASES;  (ize  or  iae  eadings  - to  uoake,  to  do* 

according  to  the  root  of  a word) 


galvanise 

mobilize 

ionize 

winterize 

sterilize 

energize 

sanitize 

pulverize 

crysta3-lize 

sqpecializa 

mechanize 

organize 

penalize 

unionize 

regularize 

polarize 

anodize 

generalize 

mechanize 

subsidi.ze 

industrialize 

enterprise 

advertise 

merchandise 

franchise 

advertise 

IcEtigthwi.se 

supervise 

exercise 

11*  HUCKBQAKD  MMCES; 

1.  Aluflainum  is  protected  from  the  effect  of  weather  \ihm  it  is  anoilizied.* 

2*  Mr*  Peters  exercised  poor  ,jadg?iient  in  hiring  a man  idth  no  eoperience* 
3#  The  entire  shop  had  to  be  mobilised  to  get  ont  the  big  rush  order* 

4*  In  atomic  energy  plants,  all  equipment  and  all  ^miforBl^  are  sterilised* 
5*  Some  auto  stations  are  owned  and  others  are  franchised* 
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HANPCWER  IJEVELOPMENT  TRAINING  PROGRAM 
A.SeA.-«E  and  D« 

HOMEWaiK  ASSIGNMENT  WINTMIEIKG  THE  CAR 
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T.  0.  # 29 


NAME 


CLASS 


DATE 


mCHM 


I 

/ V- 


Th«  awtal  worker  made  the  mistake  o£  cutting  the  wood  in  the  width*  instead 


of 


tr-m  the  Shell 


2.  Mister  Peters  tried  for  two  years  to  get  a 
Oil  Company  to  open  a station ^ 

3*  When  the  tire  company  it  *s  sale*  business  went  up  by 

fifty  percent. 

4*  The  work  was  done  twice  as  fast  after  the  shop  was  ' 

5*  iCany  stations  get  a large  part  of  their  busi^ness  from  the  sale  of 
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IMIEBMEDXATE  N0I9»£IIGLISH  S^UKLm  TE4INKES 

1.  Beaming. 

2.  Word  Eecogzdtlon  Skills.. 

3«  lan^^age  Skilld...... 

ADVANCED  N(»I-£IICMSH  SFEAKI^  TB^NEES 
le  Lanjs;^&ge  SklllB  & Grasseiatical  Structaroe*. 
2.  VbcaWary. 

SUBJECT  AREA  COMHT 
1*  Oirlentatlon.... 

2.  Introduetion  and  Basle  l^ptech  Pattsms. 

3*  Medt&anics  and  Belated  Voeabulaiy. 

4*  Applied  Beading  Conprehensloa  Skills.. « 

B.  langaage  Arts^  Arithaetlo  and  Bevlekr... 


TOTAJL  OOQBSE  BOOBS.. 


m €10 


150 


i*  BEGIMINO  NON>>ENGLISH  SPMIKG  TRAINESS 


BOAED  OF  BDUGAHOH-CITT  of  new  YORK 
WMFcmR  trainil'K^  fiixmm 

iyww„  i w -•  •yn»^rr«m»n><Fnr«pr  w*t»» 

NQN-»EtjgLlSH  Basic  ESUCATIDN  « varied  OUCUPATIOi 


I«  - BASIC  ENGLISH  V^RD  OHDSB  • 

A,  - Verb  ”to  be”  - simple  sentence  structni’e 
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name 

’ is 

1 

1 

r 

address 

’ is 

t — 

1 
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first  name 

* is 

f 

! 

last  name 

‘ is 

I 
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My* 

apt,  np. 

’ is 
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My’ 

street 
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Contrast;  Singular  and  plural 
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I 

f 
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t 

1 

1 
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This  »is 

’a  » 

book. 

f f 

t 

f 

These  ’are 

? 

books. 

t 

This  tis 

’a  ’ 

chair. 

1! 

f 

1 

These  ’are 

t 

windows. 

1 

This  fis 

’a  ’ 

windew# 

f 2 

! 

1 

These  ’are 

! 

chairs. 

1st 

this  » . 

la  t 

glass? 

! f 

T 

Are’ 

these  * 

t 

my  books? 

1st 

this  » 

»ny? 

pen? 

f 1 

! 

Are’ 

these  » 

t 

your  pens? 

ist 

this?’ 
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’ ’ What  ’ 

are’ 

those? ’ 
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“ Ccnte^:3Sts  I - You 

Pron#Hiis  as  subjects* 
r am  a“"feacher • 

I am  a woman. 

You  arc  a student. 

You  are  ^ factory  worker. 


D,  - Contrast?  third  perso 
^ prfi^nt  time-- «s” 

I read  a book, 

Rosa  reads  a book, 

I write  a letter. 

He  writes  a letter. 
Contrast; 

^E»  - Affirmative  & Negat- 
I am  a teacher, 

I am  not  a student. 

He  is  a butcher. 

He  is  net  a factory  w 

This  ia  a good  pictur 
This  is  not  a good  pi 

F * - Reverse  order  questio; 
Singular-plural,  - af. 
negative. 

Is  this  a book,  pen, 
No,  this  is  not  a boo 

Then  teach  contractio 

No,  this  isn’t  a bock. 
Yes,  this  is  a booik. 
Are  these  bocks? 
Affirmative  and  negater 

G,  - Personal  pronouns  as 
Singular  - plural 
I am  a teacher,  student 
You  are, -He  is.  We,  TK 
What  are  you?  YRiat  i 


TJl'sa.t  are  y#u? 


Add  occupations  ©f  class  members. 
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OF  Ej)UGA TXOJJ^OTTY  OF  NEW^  YOkK 

&.  TRAINI-r-fi  PfttT^RAl^ 


y^HiEp_  ou^ 


I t 

|e  ^are  ^ books# 
se  ^are  ^ windows* 


chairs* 
my  books? 
your  pens? 


' D* 
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m.embex'^s* 
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■ Oontrastg  third  person  singular 
m present  t3jnfie"*«****s^*  ending 
I read  s book, 

Rosa  reads  a book* 

X write"^a  3.etter* 

He  writes  a letter. 

Contrast: 

Affirmative  & Negative 
I am  a teacher* 

I am  not  a student* 

He  is  a butcher. 

He  is  net  a factory  worker. 

This  ig  a good  picture. 

This  is  not  a good  picture. 


F • 


Reverse  order  questions  & responses 
Singular*-plural,  <«  affirmative  — 
negative. 

Is  this  a book,  pen,  card,  etc,? 


No 


this  is  not  a book,  etc. (at  first) 
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Then  teach  contractions: 


No,  this  isn»t  a bock, 

Xes,  this  is  a boek. 

Are  these  books? 

Affirmative  and  negative  response 


0. 


Personal  pronouns  as  subject 
Singular  - plural 
I am  a teacher,  student,  etc. 
You  are, -He  is.  We,  They, 

What  are  ^rou?  y^at  is  he?  etc. 


I 

I 
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t 

t 

I 

r 
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f 
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f 

f 

f 
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. - Tag  answers  - Affirmative  & 
Negative. 

Yes,  I asv  No,  I*m  not. 

Yes,  he  is*  No,  he  isSnt,etc» 

* *'  Contrast;  possessive  pro- 
heuns" 

Thxs  IS  hand, 

your  , his/her 

and^urai;  
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BEISlMlgM&  HOM-EIBSIISH  SPEMCUiB  m: 


In,-  VOCABDIA^ 

Mame»  a^j^reos,  apsrtaaat»  ' 
nisgbeTy  writer  read«  ttible, 
chaiTf  deakf  book» 
ca3Pd^  lilackboard;  fXo«x>  ’ 
celUzig^  bansdf  ^yes^ 

aars^  fingers^  nose,  mmihp 
T&ee,  head>  teetli«  sti^eatt 
man«  naman^  child^  bqsr»  glrX|i 
baby^  pexicll^  pani  this,' 
these,  what,  open,  close, 
stand,  sit,  teaches*,  sthdent, 
go,  father,  mother,  am, 
watch,  het^,  there, 
aews|)aper,  penx^,  nickel,  ' 
dhue,  dollar,  jay,  yoiir^  his, 
her,  we,  they,  factory, 
worker',  i^hine,  operator, 
doctor,  nurse,  policenan, 
^rber,  secretary,  warn, 
hot^iscold,  gaed,  bad,  finSi^ 
today* 

The  nMerst  one  through  <S0| 
the  days  of  the  week;  the 
months  tf  the  year;  the‘ 
seasans* 

Expressions  cf  weather; 
simple  eocpressicos  of 
greetiiif^» 


VOCABOIAIg 
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Keep  reviewing  words  tau^t  in  first 
quarter,  especiallyi 
1#  expressions  of  greeting- 
idiich  should  be  varied* 

2*  Personal  identification  - lAiioh 
should  be  expanded  gradually* 

3*  Object  identification  - add 
necessary  words  as  situations  and 
themes  demand* 

a#  Further  parts  of  the  body:  ' 
hair,  nails,  shoulder,  neck, 
toes,  etc* 


b. 


ill,-  VOCftBOlARg 

Continued  review  of  earlier 
Expressions  about  age: 

1. 


2* 

3. 


IS  years  old 
18  yaars  of  age 

Eiqnressions  of  weight  and  m 


Vocabulaiy  American 
idays:  independence,  colonies, 
revolution,  fi^t,  fought,  etc 

Teach  ne«  areas:  ' I 

a*  Telling  time 
b*  Days  of  the  week  and  months 
of  the  year 

c*  Vocabulaxy  for  travelling: 
bus,  train,  car,  subw^, 
token,  station,  etc*,  ii^lude 
bus  and  subway  signs 
d*  Bsoms  in  a hems  and  furnish^* 
ings  in  each  zx>om 
e*  NQBsrals  1-lC^';  ordinSX 
nmbers  1-10 


Expressions  about  health: 

I have  a headache* 

I 

1^'  aim  hurts 
I have  a toothache j etc* 


don*t  f^ei  weXlj^  today* 


It*  Expressions:  to  be  hungry; 
to  be  thirsty;  to  be  tire*^; 
to  be  worried;  to  be  angry; 
tc  be  h^ppy,  sftd,  proud,  etd 

$0  Vocabulary  for  eating  in 
restaurants* 

6*  Vocabulary  and  expressions 
filling  out  appXications* 

7*  Essential  vocabulary  for 
reporting  an  emergenqy: 

»llce,  anbulance* 


t 

VOCABOIAlg 


Is  tau^t  In  first 
rs 

jesting- 

ried* 

ricatlon  » itiloh 
gradually* 
nation  * add 
situations  and 


Continued  review  of  earlier  vocalxilary* 

£xpressi<»;(a  about  age: 

!•  16  years  old 
36  years  of  age 

2»  Expressions  of  weight  and  measures* 


f 

bs  of  the  body:  ' 

, sliioulder^  neck^ 


fcHP  American  hoi- 
pendence,  colonies,*  Ij, 
fl£^t,  fought,  etc^ 


Expressions  about  health: 

X have  a headache* 

I dcaiH  feeTwell,  today* 

H5T  aim  hurts* 

I have  a tbotiiache,  etc* 

Expressions:  to  be  hungry; 
to  be  thirsty;  to  be  tirct'; 
to  be  worried;  to  be  angry; 
tc  be  h^ppy,  sad,  proud,  etc* 


le 

3 week  and  months 


$0  Vocabulary  for  eating  in 
restaurants* 


for  travellings  * 6* 
, car,  subway,  * 
bion,  etc*,  i^lude’ 
may  signs  ' 7* 

hcase  and  furnish**  t 
•h  room  i 

-3J0C;  ordinal  t 

10  f 


Vocabulary  and  expressions  for 
filling  out  applications* 

Essential  vocabulary  for 
reporting  an  emergency  s fire, 
police,  anhulance* 


* 

■I,' 

*Zn.  - VOCABOIAHT 
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I 

I 
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Earlier  vocabulary  must  be  contlnuo’^s3y 
reviewed  to  a point  of  automatic  cmtrioi 

1*  Teach.  exps:«8sions  needed  for  service;? 
barber  shop,  plumber, 
beauty  shop,  laundries, 
laundromats,  dry  cleaner,  , 
shoe  repairing,  etc* 

2*  Vocabulary  and  expressions 

related  to  finding  an  apartment# 

3*  Vocabuiary  and  expressions  relat  3d 
to  work,  social  security,  unlo%  » . 
insurance* 

Income  tax  and  other  tax  vocabulary: 

sales  tax,  take  home  p^,  dependants, 
etc*  '' 

5«  Vocabulary  for  amas6m@uts| 

hobbies,  ccmminity  recreational 
resources* 


A.  BBSmSiaG  KOg-EMgUSH  SPEASIEiS  T^AIKEES 


it*  - HEAOIMQ 

« Frames  used  for  contents 
ccintrQXXed  themed  developed  frcm 
frames;^  e*g« 
name 

li^  addres$  is**» 

first  name  is*«* 

last  name 


Heading  of  a few  simple  signet  up-4oiro| 
imsh!«pwJil|  '^P^^^^downtotml  mej^wcoeiij 
la4ies. 


wert  reading  i^tb  teaclier* 
."ndivldiial  oral  reading 
(a  aentw©  per  student) 


S-*  - HE^XWS  t 

' ' ' '■  I 

1*  Narrative  theme  developed  for  * 
reading  after  some  mastery  ef  the  * 
haslc  pattern  stmctiirest  t 

1 want  to  speak  English!  I want  » 
to  write  English!  ^ want  to  read  i 
English!  I read  ny  English  book!  ^ 
I write  ay  name*  i 

!Rii8  is  a controlled  narrative  » 

. theme  used  to  teach  •*!  want,  he  * 

. wants#**  Baragimph  is  changed  * 
to  third  person  singular  to  shew  . * 
the  contrast*  » 

2*  (Jontlnued  reading  of  more  omplex  * 

signs*  t 

3*  Reco^ilticai  of  simple  abbreviations* 

©*g*  Mr#,  Mrs#,  Dr*,  No*,  Apt#,  ** 

Ave»,  etc*  « 

Concert  reading  with  teacher#  * 

Concert  reading  without  teacher*  • 

Individual  oral  xeauUng  t 

(a  sentence  or  Imro  per  student)  * 


mm 


ve  theme  developed  for 
: after  seme  mastery  «f 
attem  structures  t 
to  speak  Englishi  X want 
e Engllshi  I want  to  read 
I I read  English  hooki 
wy  name* 


a controlled  narrative 
sed  to  teach  ”I  want,  he 
Paragraph  Is  changed 
d |)erson  singular  to  sh«w 
trast* 


,ed  reading  of  more  complex 


tlon  of  simple  abbreviations 

w,  Mrs.,  Dr«,  No.,  Apt., 

to* 


adlng  with  teacher* 
ading  without  teacher* 
oral  reading 
e or  two  per  stndent) 


me 


IF*  - Sjrag 

1*  Transition  to  reading  text. 


2.  Continued  reading  of  signs  and 
posters. 


Jading  of  weather'  reports  and 
simple  newspaper  headlines. 


li.  Recognition  of  roojre  complex 
abbreviations!  e.g.  lbs.,  oz., 

yds*,  dept.,  P«lf;,  pkg«, 


C.Q.]D*,  P«S«,  Qt.,  pt«,  2^*,  bldg.,* 


etc.,  P.C 


Concert  reading  wi.th  teacher. 
Concert  reading  wiLthout  the  teacher  I 
Individual  oral  rimdin®  * 

(a  sentence  or  two  per  studexit) 
Silent  Reading*«Baill  amounts 


HSABINC 

1#  More  difficult  text  selef‘?',ion 


2.  Simple  news  itemat  e*g, 
story  of  fire. 


3.  Abbra'vlations  of  Eastern  r;nd 
larger  states?  e.g. 

N.T. 

N.d. 

Conn* 

Pa. 

2^ss. 

Califs 
Fla*  . 

in* 


l^*  Reading  of  Help  Wanted 
columns* 


Concert  reading  with  teacher 
Ck»acert  reading  without  the 
teacher  (in  groups) 
Indivldu^  oral  reading 
(a  sentence  or  two  per 
student) 

Silent  Biding  of  gradually 
ixKireasing  amounts* 


f 

I 

t 

t 

f 

} 

t 
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yarn  (F  EDnCAIlMI-cm  op  WM  Tnnr 

MMTOM  DETCLO^T  a TOAMIIIO  PBiyiBiM 
HOIt-EHSIISH  BASIC  fecATlOII  - UAwmii  MflBfa 


c r"'* 


1*  -gjMMEDIATR  MOI>»EIISLIsa  SPEAPWG  TgATineefi 

I,  Hga^l  1st  quarter  I.  Hea^  2nd  quarter  i.  feudtau  3rt  quart. 

Hie  foUtHlng  sounds  lis  context  are  ccYored  with  begliming  readers* 


1)  Vcirels: 


a* 

c&p, 

name, 

train. 

€| 

pet. 

^te. 

feet. 

leave; 

Is 

pin. 

ot 

hj^. 

other. 

jjt. 

u* 

cut. 

4<^te, 

la* 

y» 

*»z» 

Ol'^ 

int  Clusters* 

th, 

le, 

tall. 


what. 


near^  steady 


who. 


work,  foot 


8hi 


Goals 


el,  jh, 

Suggested  vwsabulaiy  and  drills  are  related  to  content  and  graded  sequentially  for  deve] 


levslopment  if  sight 
■vxx»bulaiy-carefully  selected 
words  (vEcabulajy  of  signs,  S 
application  blanks,  for  examples 
6®#  An,  out,  name,  address, 
cxtjy*,  state,  sex,  agej  nomber  of 

wo^  to  be  taught,  depending  on 
learning  rate,) 


Goals 

Development  of  ability  to 
read  words  in  shorty,  sinqcle 
sentenoesi  to  Identify  individual 
words  In  sentences.  (Vocabulary 
of  family,  home,  ngighborfiood.) 


A*  SSS^^ 

Development  of  ablld 
use  elements  of  kncwn  woi 
aids  in  recognition  of  n] 
(Vocabulary  of  consmer 
education*) 


Bw- 


"BOARD  (F  gDUCATIQg-CITr  OF  MBW  YORir 
HAMPCWER  DEmfgMEiiT  & TRAIMIliR  PR/YIBAV 

mi-ERGLisH  basic^OcStx^  vabied  gegp&tacttis 


2nd  quarter  I*  BsadAng  3rd  quarter 


Uth  quarter 


ed  with  beginning  readers* 


walk,  jdr,  care, 
eave,  near,  steady' 


®ffa7 


^t,  who,  wwk,  foot 


«6j>  el,  itr,  2ji*  ofc  32 

ted  to  content  and  graded  sequentially  for  development  ef  recegnition  skills. 


ef  ability  to 
short,  simple 
Idenilflsr  individual, 
ncesw  (Vocabulary 
>^liehBorhood«) 


A,  Goals 

Development  of  ability  to 
use  elements  of  known  words  as 
aids  in  recognition  of  new  words* 
(Vocabulary  of  consuner 
education,) 


A,  Goals 

Ability  of  use  skills  that  have  been 
developed  to  make  transition  from 
reading  of  chalkboard  thme  to  simple 
text,  (Vocabulary  of  werld  of  work,) 
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MMffiPXATE  liOi&->EiKajsH  amxim  TPATweiefl 


MMQffAGE  SKins  qiiarter  irll.  lAWGgAGE  SKILLS  2nd  quarter  3^x1.  lANOGAQE  SKIUg 


XtGee  of  £(  in  third  person 
singular  veitm  (oral  & 

. written) 

2»CapltaXs  for  namesj>  streets, 
avenues 

3«has  versus  have 


j)ra  qm 


HI* 


m 


ifenuscilpt  writing 

of  nm&y  address,  telephone 

numiher 


i 


Becdgnition  and 
writing  «f  niaiihersi 


1*  Irregular  noun  plurals# 
snan,  fcjreman,  woman 
2*  Use  of  this/thesej 
gmt/feose 
3*  e3F''past 


1*  Abbreviations) 

Ib.j  oz^'f  qt., 
ft#,  no#,  ad( advert; 


2,  Simple  word  alphabel 


in*  WHXCTO 


HI#  WRITINO 


Copgring  short  sentences# 
Development  of  sentence. 
Capitalisation  and  punctuation  , 
ccHicepts# 


IV#  AKtTHMETIC 


Correct  notation  of 
dollars  and  cents# 
Fei.^ts  and  measures  < 


SEK  PART  b SUBJECT  AREA  PAGES  12  - 14 


Fill-in  of  missing 
letters  in  familiar  wordi 
(lulling  drill#) 


IV.  ARETHIfimc 


Addition  of  three  digit 
numbers  with  decimal  poi| 
Concept  of  carrying# 
lliiltiplication  as  a rapi| 
form  of  addition# 


XXI. 


XAOTAGE  smXS  Is-tli  quarter 


2nd  quarter  jrn.  Umm  BKIUS  3rd  quaHer 

ar  noun  plurals  s 1»  Abbrevdationsj 

woman  Ib.j  oz.>  qt.^ 

ft.,  no.,  adUjivertisement) 
past  2,  Simple  word  alphabetiasation 


7 he  ^ noun  plural  for  words 
ending  In  s,  sh,  oh,  x 

Kw—wtai*^  wmm 


m*  WHITING 


ni.  WRITING 

lMMMI|pil«||l|pl|ini|i|iNlb 


hort  sentences, 
nt  of  sentence, 
ation  and  punctuation  . 


Pill-*ip  of  missing 
letters  in  familiar  words, 
(spelling  drill.) 


Filling  in  of  simple  application 
blaakis,  bank  and  withdrawa 

slips# 


otation  of 
nd  cents, 
nd  measures. 


lilfe.  PAGES  12  • 14 


AKTTHMEflC 

Addition  of  three  digit 
iKumbers  with  decimal  point. 
Concept  of  carrying. 
Ifaltiplication  as  a rapid 
form  of  addition* 


I?*  ARXTIKETIC  ■ 

Subtraction  of  sums* 

Division  toy  one  digit  numbers. 


Page  9 


SiREAKIKG  TRATlIPngR 


m 

Mi  ‘ 

I^l 


XJjangttag©  Skills  & 
fjiraiimiatical  Structiu?©^’ 


1st  quarter'  x toguage  Skills  & 2iwi  quarter  .M,I;anguage  Skills  & 

(^euisnatic^  Struottires  (^amsetical  Structuref 


Xm  t^estions  begiimisig  vith  *did»* 
Answers  in  affimatiw  and 
negatire^ 

2,  Short  and  Tag  endings  (Tes,  it  isj 
Ho,  It  lsn*t;  DonH  you?;  W.dn*t  he?j 
I do,  too;  Neither  does  she;  So  do 

4*<!fc 

1 

3*  Itxoh,  many,  a lot  of, 

k»  Indefinite  nroncfuns  and  modifiers  “ 
(any,  anyone,  anybody,  anywhere, 
scaac,  someone,  scanebody,  no,  no  one, 
nobody,  nowhere,  nothing.) 

5*  Future  (will  sneaks  ain/is/are  going 
to  speak) 

6»’Can*as  an  auxiliary  (can  go) 

?•  *Like»  and  *would  like*, 

8*  Contractions j I»m,  he»s,  isn*t, 
doesn’t. 

Past  time  with  auxiliary  have/has 
(I  have  lived  in  many  countries) 


1,  Reflexives  $ myself,  yourself,  . 
himself  and  oX\irals, 

2,  Contirnsous  oast  (was  talking, 
was  working,  etc.) 

3,  Noiuis  as  adjective  (clothes 
closet,  hat  box,  kitchen  shelf  . 

cook  book,  etc#) 

I*,  Adverbs  with  , 

Adverbial  word  orders  often, 
always,  usually,  never,  stanetimes, 

6,  More  irregular  verbs  (In 
phonetically  related  oairst 
thought  "bought  5 elerat-wept; 
get-forget) 

7,  Contractions?  there*©,  it»s, 
they're,  they'll,  you've, 

8,  .Irregular  noun  olurals. 


1,  There  is-there  arej 

2*  The  'used  tjo*  tense 

3*  Passive  voice, 

h*  Since,  for,  ago, 

5,  'one*  and  'ones'  aiE 

6,  Other,  another,  oth 

7,  Contractions:  won' 
you'd, 

6,  Past  and  future  of 
verbs  and  Irregu 
common  use  eg,,  itinkj 
buy,  fly^  etc* 

9*  Correct  use  of  prE_ 
between,  before,  h] 
over,  under,  etCi 


J^ERIC 


.qwwHCj^CT  amt -am 


& 2nd  quart«jr.',I,Language  Skills  & 

Stmotitres  (^vmmtiosl  structures 


3rd  qiiarter  . aiianguage  Skills  & to  quarter 
C^aixmtlcal  Structures 


ai  Kyself,  yourself, 
ulorals* 


TWist  (wa^  talking, 
ig,  etc«) 


adjective  (clothes 
*t  box,  kitchen  shelf  • 

etc,) 


word  orders  often. 


gular  verbs  (In 
Hy  reljatcd  uairss 
ought  $ elet>t"Wont3 
t) 


oms  there*  s,  it*s, 
they*  11,  you*ve. 


noun  Tolurals, 


o 

ERIC 


m 


1,  There  is-there  are  (Review) 

2*  The  *used  to*  tense, 

3«  ^fsslve  voice. 

Is,  Since,  for,  ago, 

$•  *one*  and  *ones*  as  nronouns, 
6,  Other,  another,  others. 


sually,  never,  sometimes. 


?.  Contractions:  won*t,  wouldn*t 
ycu.*d. 


6,  >?ast  and  futxire  of  regular 
verbs  and  teegular  verbs  in 
common  us©  eg,,  make,  sleep, 
buy,  fly,  etc. 


9,  Correct  use  of  prepositions: 
between,  before,  by,  after, 
over,  under,  etc. 


1,  Say  and  tell 


2f  Kust/have/has  to/should/  ought  to 
Idiomatic  use  of  must:  must  be 
haprvy. 


3*  More  nrenositions:  until,  befoj?e, 
after,  for,  since,  by  during. 


ii.  Subordinate  clauses  wi.th«who, 
which,  that,  when,  where,,  because-. 


Idioms  and  idiomatic  esqpreesioned 


PAOE  10 


lat  q^iartcr 

1*  Vocabulary  of  0coui)at3,onst 
Carpenter^  stend^a- 

pber»  cheiiiet,  laboratojty 
tecbmiciiMij  veterinarian, 
domestic,  etc* 

Vocabulary  about  social 
■^jjttionghipst  vlsli," 
g«est,  cortparijy,  invitation, 
ref^shnjonts,  eto* 


3*  Vocabulary  of  ewployutentf 
salary,  \Va$ea,  oSnict3Tons, 
forsHan,  supervisor,  advance^ 
fisent,  proniotion,  otc* 


^ttoatlont 

eboic©,  fire  insurance,,  aeent, 
prer4wns,  quarterly,  etc,* 


5*  l^ords  about  schbolas 
En^nci|tal,l^li!i^n<3^ 
binder^rton,  to. 


Resourcest 

bbwiiwl^ty^e  playfifipound* 

TOdin®  pool,  slidtos'^Sr^’ 
sittnf,  etc.  ^ 


7*  4^iaeric^  f asbions;fe 

_^ui’iiaS^  ai^propadate, 

, blw^shionod,  style,  fme^  smart* 


^<>gQbulctry  2nd  quarter 

1*  Contrasting  jpoirs? 

cti^p-expensive,  asJc-ansK/eri 
lend-borrwi  oitpty-fwU| 
slayi  give-takei  truo-false* 

2*  5be  CooKamity: 

neigliiroifiood,  backpromid,  . 
nationality,  eouaX,  }ytowd<^pHde, 
respect* 

3*  Words  about  govommeutg 

l^ongress,  r^j^eaedtHtive, 

oKOCutxve,  le^gd^slatto^lcisjiSf** 
lature,  court,  law,  pm  of  Ri»^ts* 

li*  Cawitjuuity  l^esot^rcess 

eroer5rency7irarr*clin  out- 
petient,  ambulance,  stretcher. 

5*  Health  Standards: 

"‘"I^SiSraLcSST'^Iiet,  check-up, 
vitominsj  calories, 

' t . 

I^catiom 

“*r«nt^onS?SI7^  teiJ- 

ant,  fixed,  InstaHed,  viola- 
tion* 


7*  .Leisure  timet 

^BeacH,*s5Si«s,  life  gtsard, 
bosc  office,  orchestra,  concert, 
b«n«t.  ■ ■ ■ 


8*  Wcuds  about  schools > 

cos?jpulsoxy7'i[^^^dhial,  public  vs, 
- - p'ivcite,  advisor,  ccedafi.^tion, 
s^^aoBreBiip,  eudltosi.te . 


sm  pms  M 


:Ti- 


/Eli 


'‘%y  f- 


'W 


2nd  quarter 
dng  paAtgg 

ask«ansi/eri 
rwi  «q>ty-fuUj 
▼6»<^ke|  truo-falsoe 

binifcyi 

^ovliood^  backfrouijd,  . 

I# 

bout  Crovomracnt: 

•SSf  r’^pre^cntativct 
ve,  lejdslato-le:?:!^- 
court,  law.  Bill  of 

ty  Hesourcoss 
tnc^rT^^a,  cHnic,  out* 
i,  anbilafice,  streteht^r* 

Standards; 

check«up, 

IS,  calorics, 

£ Sdttoatiom 
[Son^rotT^Bdtetl,  ten- 
3ccd,  installed,  viola- 


I times 

l/‘8vSm$  life  gmvdt 
icq,  orchestra,  concert. 


iboat  schools  i 

lsory7"'p8rdchial,  public  vs# 
I,  advisor,  ccedae^tion, 
'Ship,  rijcjs-itorirr-  ^ 


Vocebolar^  3rdi  quarter 
1*  Synonyms: 


compulsory/required; 
real/genuine;  seldcaa 
rarolyj; 

2.  Vacations; 

"Ino^EelTliotel,  picnic- 
picnickingj  biwigalow# 

X Amrictn  Customs; 

"3a¥lng7  go  steady,  traditions, 
manners,  infortaal,  customary, 
flancoo,  weddiing,  bride,  groom* 

it#  Living  Standards;- 

project,  privacy,  air-condi- 
tioner, cooperatiTC* 


5^*  Words  built  with  comaion  pr©« 

£ixeat 

^ meaning  not;  untrue,  unhealthy, 
oGls  meaning  lack  of;  dishonest,  " * 
disagree,  disllke» 
pro  moaning  before;  preheat, 
preview* 

6»  Root  Famj-lles! 

""e^lo^bleT” an«m^loyed, 

®ci©loyee,  eim^loy,  eBra»loyment, 
employer, 

7*  Geography; 

ocean,  mountain,  boundary, 
climate,  agri^^^ltors.. 


hth  quarter 

1*  Coromi^ty  f^irtioipatton 

ganizations  member,  Joij/ 
discuss,  club,  mirmtes* 


2*4*he  American  Community; 

immigrant,  minoriC^" 
3"Citigenship  Educpfeion; 
*rx^li^  votisTpHH’lege^^ 
responsibility,  uronagandd^; 
participate,  uphold,  re- 
sist, cooperate, 
h«Consumer  Education; 

hosnits^i. 

insurance  {Blue  Cross) 
5?'«¥ords  w ith  c ojmon  suffiace-s  ■ 
tion-actlon,  constructioi/, 
instruction, 

iopatriotio,  democratic^ 
systematic, 

ate-(as  a verb);  liberqt«^ 
segregate,  congregate, 
al«(as  an  adjective); 

■ national,  seasonal, 

• IMsrsqnal,  cultural, 
er,  or,  ist-(persoa  or 
thing  performing  the 
act) ; typist,  baker, 
chemist,  refrigerator^, 
actor,  conductor. 


take  it  easy,  a sl-iot 
(injection),  IJll  Bo  long 
How  are  i hing©?.  How  are 
you  doing?.  Break  it  up* 
"-Idioitiss 
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BOARD  or  EDUCATION  OF  THE  CITY  OF  NEW  YORK 


MANPOWER  Development  Training 


HO  LlVi^4GSTON  STREET 
BROOKLYN,  N.  Y.  H20t 

MAURICE  D.  HOPKINS 

Afi  DISTANT  9UHCRtr<ITKNDEN'r 


PROGRAM 


HERMAN  A.  KRESSEL 
orRecTOfl 

TEIu.  NO,  O06.esS4>9OSB 


FOREWORD 


This  Is  one  of  a series  of  Sasic  Education  materials  developed 
under  a special  curriculum  grant  from  the  New  York  State  Department  of 
Education*  The  items  have  been  produced  on  three  levels,  level  I 
materials  are  designed  for  trainees  functioning  below  the  4th  grade 
reading  level}  Level  II  for  trainees  at  the  4tb  to  6th  grade}  and  Level 
in  for  trainees  above  the  6th  grade  of  literacy. 

The  following  items  have  been  developed* 

. Basic  Education  Outline  for  Commercial  Occupations 

Specifics  (Typist  Keypunch-Verifier,  Bookkeeping  Hachine 
Operator,  Medical  Record  Clerk,  Stenographer).  Levels  XI, IIS. 

. Basic  Education  Outline  for  Distributive-Merchandising 
Specifics  (Grocery  Checker,  Shipping  Clerk,  Sales  Clerk). 

Levels  II,  III. 

. High  School  Equivalency  Workbooks  and  Teacher  Guides  Level  III. 

. Remedial  Lesson  Materials  for  Auto  Service  Station  Attendant 
in  Traditional  Orthography  and  Pitman  Initial  Teaching 
Alphabet,  Levels  X,  II. 

« Non-English  Basic  Education-Varied  Occupations  (C<Knmercfal 
Occupations,  Merchtndi sing,  Machine  Shop,  Metal  Fabrication). 
Levels  I*  II,  HI. 

. Sample  Language  Arts  Lessons  for  English  as  a Second  Language 
trainees  related  to  the  occupation  of  Picture  Framer. 

Level  H. 

. Two  sample  Commercial  Occupations  Basic  Education  Units  for 
reading  improvement.  Levels  II  and  III. 

This  series  was  prepared  by  the  Basic  Education  staff  of  the 
Manpower  Development  Training  Program  under  the  general  direction  of  Herman 
A,  Kressel , Director  of  the"  Manpower  Development  Training  Program. 

The  research  and  writing  were  done  by  Evelyn  K*  Sussman,  Basic 
Education  Supervisor,  and  Vera  L.  Hannenberg  and  Helen  R.  Weinberg, 

Assistant  Basic  Education  Supervisors. 

Special  thanks  are  extended  to  the  Basic  Education  teachers  who 
cooperated  in  developing  and  testing  these  materials,  to  Richard  0*Connor 
Brooklyn  Adult  Training  Center  Automotive  Supervisor,  and  Sidney  Huchital, 
Teacher- i n-Charge,  Brooklyn  Adult  Training  Center,  for  technical  help  in 
developing  and  evaluating  the  Auto  Service  Station  Attendant  material.  Thanks 
are  also  extended  to  the  Bureau  of  Community  Education  for  its  assistance. 


HERMAN  SLOTKIN, 

Project  Coordinator 
January,  1968 


ENGLISH  ^ A S ECONO  LANGUAGE  WITH  VQCAnONAL  ORIENTAnON 


This  sample  unit  L S --T,.  ■-.  .^.  *.iii«ininiii>* ■ 'll  K 

blackboard  guide ^ an  original  reading  selection,  a language 
lesson^  and  an  oral  discussion  g|uide»  This  unit  v^as  designed 
for  use  with  foreign  born  trainees  in  the  Picture  Frame  shop 
in  the  Manpower  Oevclopment  Training  Program,  New  York*  The 
majority  of  trainees  in  the  Manpower  Program  who  are  foreign 
born,  have  I i teracy  in  their  native  langauge.  Most  of  the 
trainees  born  in  Puerto  Rico  and  in  other  Latin  American 
countries  have  Spani  5>h  literacy,  and  those  who  come  from  Haiti 
are  literate  in  French. 

Tfii  s sample  unit  assumes  native  language  literacy  and 
liimted  comprehension  in  English  ITri  s has  been  the  most 
frequent  pattern  in  our  program.  The  object  of  this  teaching 
unit  is  to  strengthen  reading  and  oral  comprehension  skills  in 
English  with  the  aid  of  shop  and  job-oriented  materials. 

This  unit  is  not  intended  for  use  with  trainees  wiio  are 
i 1 li  terate  in  their  native  language,  as  well  as  in  English. 

The  teaching  procedure  for  this  illiterate  group  must  follov^  a 
different  developmental  pattern. 


it  ii  ix  it  it  it  it  it  it  it  it 
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PART  I 


' Teacher's  Guide 


ENGLISH  ^ A SECOND  LAN  GAUGE  WITH  VOCATIONAL  ORIENTATION 


BLACKBOARD  PHRASES  to  introduce:  "MR, 

PETERS  MAKES  HXS  THIRD  MISTAKE" 

picture  frames 

laid  off  from  work 

stain  finish 

get  into  trouble 

a steady  Job 

business  was  slow 

a temporary  job 

business  v/as  good 

lengths  of  wood 

correct  the  mistakes 

the  right  size 

your  personal  problems 

stock  sizes 

mitred  corners 

BLACKBOARD  SENTENCES  employing  phrases: 

1.  Almost  all  picture  frames  have  mitred  corners. 

2.  A dark  oak  stain  finish  was  put  on  all  of  the  new  frames. 
3*  Mr.  Peters  was  told  that  his  new  job  would  be  a steady 

job,  not  a temporary  one. 

4.  Mr.  Peters  made  mistakes  in  cutting  the  lengths  of  wood 
for  the  picture  frames, 

5.  The  lengths  of  wood  must  be  cut  and  mitred  to  the  right 
size  so  that  they  will  fit  properly. 

6.  When  business  in  a shop  is  good,  the  men  are  not  likely 
to  be  laid  off  from  work. 


. Your  boss  is  interested  in  a good  days  work,  not  in  your 
personal  problems. 
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MANPOWER  DEVELOPMENT  TRAINING  PROGRAM 


Basic  Education  Department 


Reading  Selection 
Woodworking 


Mr.  Peters  worked  in  a shop  that 
made  wood  picture  frames.  Many  differ- 
ent kinds  of  wood  were  used  in  his  shop. 
Some  frames  were  made  of  pine,  and  soma 
of  oak.  Some  frames  were  finished  with 
a stain,  and  some  were  painted.  Busi- 
ness was  good  in  the  shop  and  Mr.  Peters 
had  a steady  job.  He  worked  all  year 
and  was  never  laid  off.  Business  was 
never  slow. 

Mr.  Peters  worked  at  the  power  sawj 
cutting  lengths  of  wood  for  special  pic- 
ture frame  orders.  He  had  to  be  very 
careful  about  his  measurements.  His 
measurements  had  to  be  exact.  if  he 
Old  not  cut  the  lengths  exactly  right, 
the  frame  would  not  be  the  right  size. 

It  is  much  harder  to  cut  special  order 
frames  than  stock  size  frames. 

Mr.  Peters  had  a lot  of  trouble  at 
home.  He  was  very  worried  and  could  no', 
keep  his  mind  on  the  job. 

So  Mr.  Peters  began  to  make  mistakes. 
The  first  time,  he  cut  two  sides  of  a 

frame  too  long.  The  second  time'  he  made 
one  length  too  short. 

The  other  men  in  the  shop  knew  that 
Mr.  Peters  had  a lot  of  trouble  at  home. 
They  felt  sorry  for  Mr.  Peters’  but  they 
were  getting  angry  because  he  made  so 
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Woodimrking 

many  mistakes  on  the  job.  They  got  into 
trouble  because  of  Mr.  Peters*  mistakes. 
These  mistakes  made  more  work  for  the 
other  men,  and  a lot  of  time  was  wasted 
correcting  Mr.  Peters'  mistakes. 

The  other  workers  did  not  complain 
to  the  boss  about  Mr.  Peters,  but  they 
were  getting  angrier  and  angrier.  The 
first  time  th.ey  found  a mistake  in  the 
measurements,  they  said  nothing.  The 
second  time,  they  asked  Mr.  Peters  to 
be  more  caref u i . 

This  v/as  the  third  time  in  two 
weeks  that  Mr.  Peters  had  measured  the 
lengths  incorrectly,  and  the  men  were  so 

angry  they  went  to  the  boss  with  their 
comp  I a i nts . 


The  boss  to  I d the  men  to  go  back  to 
work  and  called  Mr.  Peters  into  his  small 
office.  Mr.  Peters  was  afraid.  He  was 

afraid  that  the  boss  was  going  to  fire 

him. 


He  did  not  look  at  any  of  the  men  in 

the  shop  as  he  walked  into  the  boss's 
off i ce . 

When  he  was  inside  the  office,  the 
boss  asked  him  to  sit  down.  The  boss 
began  to  talk. 

"Look  here,  Peters",  he  said,  "| 
know  that  you  have  a lot  of  trouble  at 
home.  I know  that  your  mind  is  not  on 
your  work  and  that  this  is  not  your  first 
mistake  but  the  third  in  two  weeks." 
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M._  PJTEHS  MAKES  HIS  THIRD  MISTAKE 
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Woodworking 
Beading  Selection 


$ 

"I  feel  sorry  for  you,  but  I am  not 
a social  worker.  I can't  worry  about 
your  personal  problems.  I have  to  run  a 
business.  If  you  can't  do  a day's  work, 

I will  have  to  fire  you." 

Mr.  Peters  sat  there  and  did  not 

4 

say  anything.  After  a few  minutes,  he 
looked  at  the  boss  and  said,  "1  can't 
help  it.  I keep  thinking  about  my  prob- 
lems at  home." 

The  boss  looked  at  Mr.  Peters  and 
thought  for  a minute.  Then  he  said, 
"Peters,  if  you  were  a new  man  on  the 

4 

job,  I would  fire  you  right  away.  But 
you  have  been  doing  a good  Job  for  more 
than  a year,  and  I don't  want  to  lose  a 
good  man.  Take  a week  off,  and  see  if 
you  can  take  care  of  your  problems.  If 
you  need  help,  get  it.  Then  come  back 
to  work,  and  I'll  give  you  a second 
chance." 


HfiKFOHES  DETELOiWlT  TBAINIHG  FBOtmAH 


Ordinal  Numbers 

mmm  mm*  mmm  mmm  mmut  mm«  u— » <Smw>  mmm 


one  time  ~ the  first  time 
two  times  ~ the  second  time 


three  times  ~ the  third  time 

four  times  - the  fourth  time 

continue  sequence  to  include  one  to  ten  - 


I.  The  first  time  Mr.  Peters  made  a mis 


2.  People  who  make  a first  mistake  are 
usually  given  a second  chance. 

3.  After  the  third  mistake,  the  men  in 
the  shop  were  very  angry  at  Mr.  Peters. 

4.  Many  European  cars  have  a fourth,  high 
speed  gear. 

5.  Mr.  Johnson  took  the  elevator  to  the 
employment  office  on  the  fifth  floor. 

6.  The  Avenue  of  the  Americas  used  to  be 
called  "Sixth  Avenue". 

7.  It  is  hard  to  find  a seat  on  the 
Seventh  Avenue  express  during  rush 
hours . 


take,  the  men  did  not  complain  to  the 
boss . 


8.  Take  the  Independent  Eighth  Avenue 
subway  to  the  last  stop. 

9.  The  police  brought  him  to  the  ninth 
precinct  station  house. 

10.  There  are  many  factories  on  Tenth 
Avenue,  between  Fourteenth  and  Fifty- 
Seventh  Street. 

11.  The  boss  made  a big  party  in  the  shop 
to  celebrate  the  Twenty-Fifth  anniver 
sary  of  the  business. 


PART  IV 


DIRECTIONS 


1. 

2. 

3. 

4. 

5. 

6. 

7. 


Oral  Discussion  Guide 


MR.  PETERS  MAKES  HIS  THIRD  MISTAKE 


: The  following  questions  should  be  put  to  the  class  by 

the  teacher.  The  class  response  to  each  of  the 
questions  should  be  sumruan  zed  in  a few  si  (tipi  e 
seotencos  and  recorded  on  an  experience  chart. 

Why  were  the  men  in  the  shop  angry  at  Mr.  Peters? 

Why  didn't  the  men  complain  to  the  boss  about  his 

first  two  mistakes? 

How  did  Mr . Peters  make  the  other  men  angry? 

How  did  Mr.  Peters  feel  when  he  went  into  the 

boss’s  office? 

Why  didn't  the  boss  fire  Mr.  Peters? 

What  advice  did  the  boss  give  Mr.  Peters? 

What  kind  of  a man  was  the  boss? 


* J , ' ! 
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MANPOWER  DEVELOPMENT  TRAINING  PROGRAM 
N.Y.C.  BOARD  OF  EDUCATION 

ENGLISH  AS  A SECOND  lANfiUAGE 
VOCAHONAL  ORIENTATION 


LANGUAGE  LESSON  DIALOGUE 

THE  BOSS:- 

Please  make  an  oak  frame  for  this  picture. 

MR.  ORTXZi- 

Do  you  want  light  or  dark  oak  molding  for  this  frame? 

THE  BOSSj- 

Use  the  dark  oak  molding. 

MR.  ORTIZ:- 

How  wide  do  you  want  the  molding  to  be? 

THE  SOS  Si - 

Use  a three  inch  wide  molding. 

MR.  ORTIZ i- 

What  si^e  frame  do  you  want? 

THE  BOSSi- 

We  need  a 12  inch  frame  for  this  picture. 

MR.  ORTIZS- 

Do  we  have  12  inch  lengths  in  stock? 

THE  BOSSi- 

No,  we  only  have  two  foot  lengths  in  stock* 

MR,  ORTIZ:- 

Theit  X will  have  to  cut  them  in  half  for  this  job. 
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FOREWORD 


This  is  om  of  a series  of  Sasic  Education  materials  developed 
under  a special  curriculum  grant  from  the  New  York  Stats  Department  ef 
Education.  The  items  have  been  produced  on  three  levels,  level  I 
materials  are  designed  for  trainees  functioning  below  the  4th  grade 
reading  level;  Level  II  for  trainees  at  the  4th  to  6th  grade;  and  Level 
III  for  trainees  above  the  6th  grade  of  literacy. 

The  following  items  have  been  developed^ 

. Basic  Education  Outline  for  Commercial  Occupations 

Specifics  (Typist  Keypunch-Verifier,  Bookkeeping  Machine 
Operator,  Medical  Record  Clerk,  Stenographer) . Levels  11,111. 

. Basic  Education  Outline  for  Distributive-Merchandising 
Specifics  (Grocery  Checker,  Shipping  Clerk,  Sales  Clerk). 

Levels  II,  III. 

. High  School  Equivalency  Workbooks  and  Teacher  Guides  Level  III. 

. Remedial  Lesson  Materials  for  Auto  Service  Station  Attendant 
in  Traditional  Orthography  and  Pitman  Initial  Teaching 
Alphabet.  Levels  I,  II, 

. Non-English  Basic  Education-Varied  Occupations  (Commercial 
Occupations,  Merc%»ndi sing,  Machine  Shop,  Metal  Fabrication). 
Levels  I,  H,  III. 

. Sample  Language  Arts  Lessons  for  English  as  a Second  Language 
trainees  related  to  the  occupation  of  Picture  Framer. 

Level  II . 

. Two  sample  Commercial  Occupations  Basic  Education  Units  for 
reading  improvement.  Levels  II  and  III. 

This  series  was  prepared  by  the  Basic  Education  staff  of  the 
Manpower  Development  Training  Program  under  the  general  direction  of  Herman 
A,  Kressel , Director  of  the  Manpower  Development  Training  Program. 

The  research  and  writing  were  done  by  Evelyn  K,  Sussman,  Basic 
Education  Supervisor,  and  Vera  L.  Hannenberg  and  Helen  R.  Weinberg, 

Assistant  Basic  Education  Supervisors* 

Special  thanks  are  extended  to  the  Basic  Education  teachers  who 
cooperated  in  developing  and  testing  these  materials,  to  Richard  O^Connor 
Brooklyn  Adult  Training  Center  Autatiotive  Supervisor,  and  Sidney  Huchital, 
Teacher- in-Charge,  Brooklyn  Adult  Training  Center,  for  technical  help  in 
developing  and  evaluating  the  Auto  Service  Station  Attendant  material.  Thanks 
are  also  extended  to  the  Bureau  of  Community  Education  for  its  assistance. 


HERMAN  SL01KIN, 

Project  Coordinator 
January,  1968 


M SiMIHg.  WIE  MilfiMjl  FOR  COMMERCIAL  OCCUPATIOMS  TRAINEES 

1.  A Simplified  Version  of  The  Waiting  Game  for  l*-6  Readers 
with  accompanying  Teacher‘s  Suide.  (Level  II) 

2.  A More  Advanced  Version  for  Readers  above  6th  Grade  Level, 
with  accompanying  Teacher‘s  Guide.  (Level  III) 

“The  Waiting  Game"  was  written  in  two  versions,  on  two  skills 
levels.  The  selection  marked  4-6  was  written  for  Commercial  Occu- 
pations trainees  with  Mmited  reading  skills.  The  accompanying 
Teacher «s  Guide  and  Language  Lesson  focus  on  basic  comprehension 
skill  building  and  spelling  geared  to  skill  needs  on  this  level. 

TTie  more  advanced  version  of  “mie  Waiting  Gam©>‘  was  written 
for  the  reader  with  above  6th  year  skills.  It  was  designed  to 
develop  skills  in  comprehension  through  the  use  of  contextual 
clues,and  through  directed  exercises  in  paraphrasing.  It  is  aimed 
at  developing  the  skill  of  coping  with  written  matter  in  which  the 
language  structure  is  complicated  and  in  which  figures  of  speech 
are  prominent  in  the  text.  These  are  skills  in  which  our  more 
advanced  Commercial  Occupations  trainees  appear  to  be  deficient. 

While  the  story  is  identical  in  both  selections,  the  writing 
in  each  has  been  controlled,  consistent  with  the  reading  skills  of 
thi  group  for  which  it  was  designed.  Similarly  the  lesson  plans 

are  different  for  each  group,  consistent  with  the  skill  goals  for 
each. 
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MANPOWER  DEVELOPMENT  TRAINING  PROGRAM 


TEACHER GUIDE 

The  Waiting  Game  --  Reading  Comprehension 

Skin  Building  (4-6)  Level  II 


Prepared  by  Vera  L.  Hannenberg 


Motivational  (Questions  to  introduce  the  selection  The  Waiting  Game 


Teachers  1.  The  title  of  the  selection  we  are  going  to  read 

is  The  Waiting  Game.  What  do  you  think  this  story 
is  about? 


What  kinds  of  games  do  people  play  aside  from  sports? 

2.  What  is  meant  by  the  expression  “a  sharp  businessman?" 
What  other  words  might  we  use  to  describe  someone 

who  is  sharp?  (clever,  shrewd,  slick,  fast,  etc.) 

3.  The  story  talks  about  a boss  and  a receptionist  who 
are  both  hard  workers.  Wiiat  kind  of  people  are 
usually  hard  ^^rkers?  (responsible  people,  con- 
scientious people,  dedi cated  people,  serious  people, 
eager  beavers,  ambitious  people) 

Miss  St.  Thcanas  worked  in  the  reception  room.  What 
is  a reception  room?  Where  do  you  think  it  got  its 
name? 

5.  The  story  tells  you  that  this  is  a very  busy  office 
with  hardworking  people.  What  other  words  might  be 
used  to  describe  such  an  office? 

(high  pressure,  hectic,  rush,  active,  etc.) 

6.  What  steps  might  a receptionist  take  to  dress  up  an 
office  for  an  important  visitor? 

(straighten  ujj,  stack  the  magazines  neatly,  empty 
the  ash  trays,  etc.) 


CHALKBOARD  PHRASES 


office  receptionist 
a 10  o* clock  appointment 
straightened  up  the  office 
something  must  be  wrong 
medium  bui 1 d 


admired  Mr.  Gregory 
a pleasant  and  efficient  place 
fresh  cut  flowers 
began  to  pani c 
he  was  restless 


HANPOWER  DEVELOPMENT  TRAINING  PROGRAM 


level  n 


LANGUAGE  LESSON  GUIDE  to  follow  the  reading  of  the  selection 


Motivations  In  this  story  Miss  St.  Thomas  is  described  as  a 


receptionist.  The  room  in  which  Miss  St.  Thomas 
works  is  called  the  reception  room.  Where  do  you 
think  the  reception  room  got  its  name?  (a  place 
where  people  are  received.)  As  you  see,  the  word 
reception  is  related  to  the  word  received*  In 
many  businesses  there  is  a special  room  or  ante-room 
set  aside  for  receiving  people.  In  many  businesses 
there  is  also  a room  or  even  a department  set  aside 
to  receive  deliveries  of  goods  or  merchandise. 
Merchandise  is  delivered  to  the  ‘‘receiving  department'.** 
A reception  room  is  the  room  in  which  people  are 
received,  and  the  receiving  department  is  the  place 
merchandise  are  received. 


Notice  that  the  word  recei ved  is  spelled  with  an  “ei"  for  the  “ee“  sound* 
The  same  “ei“  spelling  is  used  in  the  word  receipt.  Oo  you  know  the 
maaning  of  the  word  receipt?  Do  you  know  that  the  word  receive  and 
retail  pt  have  the  same  root? 

Notice  the  relationship  between  the  following  words s 

receive  reception  receipt 

deceive  deception  deceit 

conceive  conception  conceit 

Here  are  some  examples  of  how  you  can  change  the  form  of  these  wordss 

1 . Goods  are  recei ved  on  the  third  floor  — » or  The  reception  of 
goods  takes  place  on  the  third  floor. 

2.  The  custoimr  felt  that  he  had  been  decei ved  in  the  sale  — or 
The  customer  felt  that  there  was  deception  in  the  sale. 

3»  The  plan  for  the  building  was  conceived  by  two  architects  or 


Here  are  other  words  viTiich  sound  like  the  ones  we  have  just  studied*  They 
have  a different  irregular  spelling* 


THE  WAITING  GAME 


bui  Iding. 


bel ifeve 
relieve 


be!  i ef 
relief 


Write  the  following  vjfords  five  times  each: 
receive,  receipt,  deceive,  conceive,  reHevet 


MANPOWER  DEVELOPMENT  TRAINING  PROGRAM 


Reading  Coinprehension  (lt^6)  Skill  Rui.lding 
Comercial  Operations 
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Reading  Selection 
Vera  L»  Hannexiberg 


Before  he  left  the  office  late  Fri~ 

W 

day  afternoon,  Mr.  Gregory  had  given 
Miss  St.  Thomas  more  than  a dozen 
letters  and  reports  to  type.  These  were 
al I rush  jobs  which  had  to  go  out  on 
Monday. 

Mr.  Gregory  was  a very  sharp  busi- 
nessman and  a very  hard  worker.  . The 

< 

more  work  he  had,  the  more  he  seemed  to 
enjoy  it.  A lot  of  work  never  seemed  to 
make  him  unhappy.  Miss  St.  Thomas  was 
the  receptionist  in  Mr.  Gregory's  office. 
She  too  was  a very  hard  worker  and  was 
able  to  keep  up  with  Mr.  Gregory,  She 
admired  Mr.  Gregory  because  he  was  able 
to  get  so  much  done,  and  she  was  pleased 
that  she  could  keep  up  with  him.  She 
did  not  seem  to  mind  a iot  of  work  and 
rushing  either.  She  got  along  well  with 
Mr.  Gregory  and  the  office  was  a pleas- 
ant and  efficient  place. 


Mr.  Gregory  had  a 10  o'clock  ap- 
pointment in  the  office  on  Monday  morn 
ing.  This  was  no  ordinary  business  ap 
pointment.  It  had  taken  a whole  month 


of  careful  planning  to  set  up  this  meet- 
ing. Mr.  Gregory  had  to  use  all  of  his 
business  charm  and  sweet- talk  to  arrange 
this  meeting.  if  this  meeting  was  sue-  , 
cessful,  it  might  mean  new  business  for 


# 
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Miss  St.  Thomas  understood  how  im- 
portant this  appointment  was  to 
Mr.  Gregory.  She  straightened  up  the 
office  even  though  she  was  very  busy 
with  her  typing.  She  had  even  found 
time  to  order  some  fresh  cut  flowers 
which  she  had  set  out  on  her  little 
table  and  on  Mr.  Gregory's  conference 
tab  I e . 

It  was  9:45  A.M.  Miss  St.  Thomas 
began  to  look  up  from  her  typewriter  , 
and  look  at  the  outside  door.  She  had 
been  expecting  Mr.  Gregory  to  walk  in 
since  9:30  A.M.  She  hoped  that  he  would 
see  all  the  nice  things  she  did  to 
dress  up  the  office. 

Miss  St.  Thomas  hau  just  finished 
a three  page  report.  She  looked  at  her 
watch  again  and  saw  that  it  was  five 
minutes  to  ten.  Now  she  did  not  take  her 
eyes  off  the  front  door.  She  was  wait- 
ing for  the  Canadian  visitor. 

The  telephone  rang  and  Miss  St. 
Thomas  picked  it  up  right  away.  It  was 
Mr.  Gregory  on  the  phone.  Miss  St. 

Thomas  had  been  thinking  only  of  the 
Canadian  visitor,  and  she  had  forgotten 
that  her  boss  still  had  not  come  in. 

When  she  heard  Mr,  Gregory's  voice, 
she  knew  that  something  must  be  wrong, 
and  she  began  to  panic. 


Ibs„V!/aiiiai3_SMie 


Mr.  Gregory  was  called  from 
Briarcliff  Manor  station.  There  had 
been  an  accident  on  the  New  York  Centra! 
Railroad,  and  he  was  waiting  for  another 
train.  He  would  not  be  in  the  office 
for  at  least  another  hour.  Miss  St. 
Thomas  was  happy  to  hear  that  Mr.  Gregory 
was  not  hurt.  But  then  she  remembered 
that  he  would  not  be  there  in  time  for 
the  appointment.  She  would  have  to 

greet  the  visitor  and  keep  him  happy  for 
an  hour. 

The  door  opened  and  a middle-agedi 
well-dressed  man  walked.  He  had  grey 
hair  and  a medium  build.  Miss  St,  Thomas 
got  up  and  walked  to  the  door.  She 
shook  hands  with  the  visitor. 

Mr,  Jackson,  the  visitor  from  Canada 
smiled  back  at  Miss  St.  Thomas.  He 
shook  her  hand  and  sat  down  in  a chair 
in  the  reception  room.  Miss  St.  Thomas 
took  Mr.  Jackson's  hat  and  eoat  and  hung 
them  in  the  closet  in  Mr.  Gregory’s 
office. 

The  waiting  game  had  begun.  Miss 
St»  Thomas  knew  that  she  would  have  to 
figure  out  ways  to  keep  this  busy  man 
happy  for  a whole  hour. 

Miss  St.  Thomas  began  to  speak. 

”1  know  how  Mr.  Gregory  is  looking  for- 
ward to  this  meeting  with  you"’  she  said’. 


Ih£_Waillnfl-!iam£ 


Mr.  Jackson  kept  moving  in  his 
chair.  it  was  clear  that  he  was  rest- 
less and  nervous,  and  was  not  used  to 
waiting  for  anyone.  After  looking  a- 
round  the  office,  he  said  to  Miss  St. 
Thomas’  ”1  hope  that  nothing's  happened 
to  Mr.  Gregory.  I 've  gone  to  a lot  of 
trouble  to  get  here.  I've  had  a terrible 
morning.  I got  up  late  and  haven't  even 
had  time  to  eat  a decent  breakfast." 

Miss  St.  Thomas  saw  her  chance  to 
keep  Mr.  Jackson  from  getting  angry 
about  having  to  wait  for  Mr.  Gregory. 

With  her  sweetest  smile,  and  her  most 

f 

pleasant  tone  of  voice,  she  offered  to 
get  breakfast  for  Mr.  Jackson. 

"May  I order  breakfast  for  you 
from  the  hotel  next  door?  They  serve 
excellent  breakfasts." 

Mr.  Jackson  began  to  smile  as  Miss 
St.  Thomas  lifted  the  phone  to  order 
breakfast  for  him.  He  had  a look  on 
his  face  as  though  he  knew  that  Miss 
St.  Thomas  was  up  to.  He  didn't  seem  to 
mi nd  at  al I . 
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Itttiytduetoiy  Phrasss  to  reading  aolsetioa  Vf^ltlnpr  Gaae» 


CoBOfterclal  Occupations 

Reading  Improvement 
Grade  6 (Level  III) 


to  thrive  on  work 
boundless  energy 
dampen  hia  spirits 
panic  set  in 
business  breakthrough 
careful  pursuit 

delaying  tactics 


friendly  persuasion 
eyes  riveted  to  the  door 
uneasy  posture 
heave  a sigh  of  relief 
there  was  a plot  afoot 
seise  the  opportunity 


Hgneyork  Assignaient  »The  Waiting  Game« 

Define  these  voids  and  check  the  definition  in  the  dictionaj^* 

pursuit  thrive 

persuade  gratitude 

capacity 

2*  Write  a sentence  using  each  of  these  vords* 

3#  Find  a qmonym  for  each  of  these  words. 
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Before  he  left  the  office  late 
Friday  afternoon,  Mr.  Gregory  had  given 
Miss  St.  Thomas  a dozen  or  more  letters 
and  reports  to  type,  all  of  them  urgent 
and  al I of  them  having  to  go  out  on 
Monday . 


Basie  Education 
Vera  L.  Hannenberg 
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Mr.  Gregory  was  a very  sharp  busi- 
nessman and  a tireless  worker.  The  busi- 
er and  more  hectic  his  schedule,  the  more 
he  seemed  to  thrive  on  it.  No  amount  of 
work  seemed  to  dampen  his  spirits.  Miss 
St.  Thomas,  the  receptionist  in  the 
office,  always  managed  to  keep  up  with 
Mr.  Gregory.  She  admired  Hr.  Gregory's 
boundless  energy^  and  had  a capacity  for 
work  which  was  a match  for  his.  The 
heavy  schedule,  the  pressure  of  time 
never  seemed  to  bother  her.  The  two 
worked  in  harmony  making  the  office  a 
bustling  and  cheerful  place. 


Mr.  Gregory  had  scheduled  a 10 
o'clock  meeting  on  Monday  morning.  This 
was  no  casuar  business  meeting^  for  it 
had  taken  almost  a month  of  careful  pur- 
suit to  set  up  this  meeting.  It  had 
taken  all  of  Mr.  Gregory's  business 
charm  and  friendly  persuasion  to  arrange 
the  meeting.  This  was  Mr.  Gregory's  big 

chance  for  a breakthrough  in  the  Canadian 
market. 
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Miss  St.  Thomas  was  aware  of  her 


j 
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boss's  hopes  for  a successful  meeting 
this  morning.  In  spite  of  her  heavy 
typing  workload,  she  saw  to  it  that  the 
office  was  neat  and  clean  and  everything 
in  its  proper  place.  She  had  even 
ordered  some  fresh  cut  flowers  for  the 

I * 

occasion,  and  set  them  out  in  vases  in 
her  little  office  and  on  Mr.  Gregory's 
conference  table. 

It  was  9:45  A.M.  and  Miss  St. 
Thomas's  eyes  began  to  shift  away  from 
her  typewriter  to  the  outside  door.  She 
had  been  expecting  Mr.  Gregory  since 
9:30  A.M.  and  hoped  he  would  notice  her 
efforts  to  brighten  the  pffice  for  the 
special  visitor. 

Miss  St.  Thomas  had  just  finished 
a three  page  report  when  she  looked 
down  at  her  watch  again.  It  was  five 
minutes  to  ten.  Her  eyes  were  now 
riveted  on  the  front  door  in  expecta- 
tion of  the  Canad i an  V i s i tor . 

The  telephone  ring  interrupted  her 
thoughts  and  Miss  St.  Thomas  sprang 
towards  the  phone.  It  was  Mr.  Gregory. 

In  her  excitement.  Miss  St.  Thomas  had 
almost  forgotten  that  Mr.  Gregory  had 
still  not  come  in.  When  she  heard 
Mr.  Gregory's  voice  on  the  phone’  she 
suddenly  realized  that  there  must  be 

something  wrong,  and  panic  began  to  set 

in. 
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Mr.  Gregory  was  calling  from  the 
Briarcliff  Manor  Station.  There  had 
been  an  accident  on  the  New  York  Central, 
and  he  was  stuck  waiting  for  another 
trr. in.  The  way  it  looked,  he  would  not 
be  able  to  make  it  into  the  office  for 
at  least  another  hour.  Miss  St.  Thomas 
heaved  a sigh  of  relief  at  knowing  that 
Mr,  Gregory  was  all  right.  But  then 
she  realized  that  she  would  have  to 
greet  the  important  visitor  alone’  and 
keep  him  happy  and  occupied  for  an  hour. 

The  door  opened  and  into  the  office 
walked  a middle-aged,  well-dressed,  grey- 
haired  man  of  medium  build.  Miss  St. 
Thomas  got  up'  walked  to  the  doori  and 
extended  her  hand  in  greeting. 

The  visitor  introduced  himself  as 
Mr . Jackson,  from  Montreal, 

Mr.  Jackson  responded  to  Miss  St. 
Thomas's  warm  greeting  with  a broad  and 
friendly  smile.  He  shook  her  hand  and 
followed  her  to  the  chair  in  the  recep- 
tion room.  Miss  St.  Thomas  took  Mr. 
Jackson's  hat  and  coat  and  hung  them  in 
Mr.  Gregory's  office  closet. 

The  waiting  game  has  begun,  thought 
Miss  St.  Thomas.  It  will  take  all  of 
the  delaying  tactics  I know  to  keep  this 

busy  man  waiting  and  happy  for  a whole 
hour . 


Miss  St.  Thomas  cleared  her  throat 
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to  break  the  si lence.  "1  know  how  Mr. 
Gregory  is  looking  forward  to  this  meet- 
ing with  you"',  she  said. 

It  was  clear  from  Mr.  Jackson's 
uneasy  posture  in  the  chair  that  he  was 
not  accustomed  to  being  kept  waiting. 
After  looking  around  the  office’  he 
turned  to  Miss  Thomas. 

"1  hope  there's  nothing  serious  de- 
taining Mr.  Gregory.  I've  gone  to  a lot 
ft  trouble  to  be  here.  As  a matter  of 
act,  I had  quite  a morning  myself.  I 
got  a late  start  and  haven't  had  time 
for  a decent  breakfast.” 

Miss  St.  Thomas  saw  her  opportunity 
and  seized  it.  With  her  sweetest  smile, 
and  her  most  gracious  tone  of  voice’  she 
suggested  that  a good  breakfast  might  be 
just  the  thing. 

"May  I order  breakfast  for  you  from 
the  hotel  next  door?  They  serve  excel- 
lent breakfasts." 

Mr.  Jackson  smiled  a knowing  smile 
as  Miss  St.  Thomas  lifted  the  phone  to 
order  breakfast  for  him.  There  was  al- 
most a twinkle  in  his  eye  as  though  he 
knew  there  was  a plot  afoot^  and  he  was 
an  important  part  of  it. 
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1.  What  kind  of  a relationship  existed 
between  Mr.  Gregory  and  Miss  St. 
Thomas? 

2.  Miss  St.  Thomas's  duties  as  a recep 

tionist  included  

I 

3.  What  special  efforts  did  Miss  St. 
Thomas  exert  for  this  special 
occasion? 

4.  Why  was  this  such  an  important  oc- 
cas i on? 

E.  Wheredid  Mr.  Gregorylive?,  How 
do  you  know? 

6.  Why  was  Miss  St.  Thomas  so  anxious? 

7.  How  did  Miss  St.  Thomas  know  that 
Mr.  Jackson  was  a restless  man? 

8.  How  did  Mr.  Jackson  react  to  Miss 
St.  Thomas's  suggestion? 

9.  What  was  the  "plot"? 

10.  What  other  delaying  tactics  might 
she  have  used? 


Basic  .Education  Department 


Commercial  Occupations 


Teacher’s  Guide  to  Developing  Use  of  Contextual  Clues 


“Tlii’;  WAITING  Gyu/JE" 


Questions  to  be  asked  by  the  teacher : 


Q*  What  kind  of  office  is  described  in  this  story? 

A*  (hectic,  busy,  active,  .rushed,  exciting,  bustling) 

Q*  What  is  meant  by  "this  was  no  casual  meeting"? 

A.  The  meeting  was  big,  important,  significant,  crucial,  decisive) 

Q.  What  is  the  opposite  of  a "casual  meeting"? 

A.  The  same  as  for  "no  casual  meeting" — see  above 


Q«  What  other  expression  could  be  useo  for  "her  eyes  ■were  riveted  on 
the  door"? 

A.  (glued  to  the  door,  staring,  looking  intently,  fixed  gaze) 

Q.  What  thoughts  probahly  raced  through  fdss  St.  Thomas’s  mind  as 
the  te.le  phone  rang? 

A,  (disaster,  panic,  fear,  worry,  concern  over  Gregory) 

Q.  How  else  might  the  author  have  described  the  way  Mr,  Jackson  sat  in 
the  chair? 

A*  (nervous,  restless,  ilu-at—ease,  uncomfortable,  annoyed,  edgy,  squirm— 


Q.  How  did  kiss  bt»  Thomas  feel  when  she  saw  her  onportunity  to  solve 
her  problem? 

A.  (relieved,  relaxed,  overjoyed,  delighted) 


Q.  People  use  a special  tone  of  voice  ivhen  they  are  trying  hard  to  please 
others.  Vjmt  words  might  be  used  to  describe  kiss  3t,  Thomas’s  tone  of 
voice  when  she  talked  to  br.  Jackson? 

A.  (pleasant,  sweet,  charming,  gracious,  ingratiating). 
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Basic  iSducation  Department 

Commercial  Occupations  Teacher’s  Guide 


Techniques  for  developing  skills  in  paraphrasing 
"Thi;  WAITING  GAl'-lE*’ 


1.  Kiss  St.  Thomas  had  work  that  could  not  wait.  V;ha,t  phrase  in  the 
selection  tells  you  this? 


2,  The  heavier  the  work  load,  the  more  Mr.  Gregory  seemed  to  enjoy  it. 
tind  the  sentence  in  the  second  paragraph  which  says  the  same  thing, 

3.  Miss  St.  Thomas  was  able  to  work  as  hard  and  as  fast  as  Mr.  Gregory, 

How  does  the  author  state  this?  ^ ^ 


4.  Mr.  Gregory  was  a master  at  "sweet  talk".  Where  in  the  «tory  are 
we  told  this? 


Thomas  kept  looking  for  the  expected  visitor.  What  phrase 
in  the  selection  describes  her  waiting? 


6.  I'liss  5t.  Thomas  was  suddenly  overcome  with  fear  and  anxiety. 
What  phrase  in  the  story  tells  you  this? 


7.  a pause,  lass  bt.  Thomas  began  to  talk.  What  is  the  expressio 

use  y c author  to  tell  you  that  Kiss  St.  Thomas  began  to  speak  after 
a long  period  of  quiet?  «. 


.Mr,  Jackson  fidgeted  in  his  chair, 
"fidgeted"? 


What  is  the  author’s  expression  for 


9.  hiss  St.  Thomas  Icnew  that  she  had  to  stall  the  visitor.  Where  does  it 
say  this  in  the  story? 

10.  Mr.  Jackson  knew  that  he  was  helping  Miss  St.  Thomas  to  put  sornething 

over  on  hun,  ^ 

Vihere  does  the  selection  say  this? 
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The  objectives  of  the  CounseUng  program  in  the  New  York  City  Multi- 
Occopationai  Manpower  (Unbrella)  Project  were  designed  to  tr«eet  the  principal 
goal  of  anti -poverty  legislationt  to  enable  unemployed  and  underemployed 
poor,  undereducated  people  to  become  er«ptoyed  skilled  workers.  To  achieve 
this  end,  it  became  the  purpose  of  counseling  to  assist  trainees  to  achieve 

occupational  goals,  to  overcome  personal  and  family  problems 
k???..  training  progress;  to  develop  the  knowledges,  social  skills, 

*??  »‘titudes  that  make  for  job  success.  In  this  context  the  areas 
Of  counseling  concerned  were  not  constricted  or  reduced;  rather  were  they 
focussed  on  vocational  devel opment . ^ 

counseling  process  was  restricted  by  two  significant  con- 
sideratfonst  the  type  of  occupational  skill  to  be  learned,  and  the  time 

AccompHjh  changes  in  behavior,  that  lead  to  training,  success 

® grade  level  is’  to  become 

a draftsman  in  a little  more  than  a year,  the  Counselor  must,  in  that  span 
Of  time  help  the  trainee  to  firm  up  the  occupational  objective,  assess 
chances  for  success,  deal  with  the  obstacles  to  success,  and  learn  the  job- 
related  problem  solving  and  decision  making  skills,  habits,  and  attitudes 
necessary  for  training  success,  job-getting,  holding,  and  advancement. 

To  acetmplish  these  objectives,  the  Counseling  program  centered  on 
trainee  self-evauation  and  planning;  the  trainee  had  to  be  assisted  to  see 
l!*  Himself  as  he  is,  relate  the  two,  and  make  appropriate 

plans.  Th*  y«Hicle  for  this  work  was  closely  coordinated,  occupational  1 y- 
centered  individual  and  group  counseling.  The  key  problems  for  the  counLlor 
k j '»***‘^^i*^®*  were  the  selection  of  ccxnmon  significant  problems  that  must 
be  dealt  with,  and  the  planning  of  group  work.  It  was  the  goal  of  the 
counseling  curriculum  project  to  assist  in  resolving  these  two  problems. 

Mr*  of  Mrs.  Rose  F.  Sealy,  Mr.  Don  Brown,  and 

Mrs.  Shirley  Ford,  a team  of  eleven  counselors  reviewed  trainees'  counseling 
ecords  in  consultation  with  some  35  of  their  colleagues.  From  this  review 
emerged  13  consistent  counseling  problems; 


Impulsivi ty 

Inadequate  Problem-Solving  Behavior 

Dealing  with  Official  Forms,  Tests,  and  Procedures 

Self-Evaluation  (Recognizing  handicaps  and  strengths) 

Self-Defeating  Behavior  (Inappropriate  appearance,  attitudes,  action) 
Dealing  with  Prejudice  in  Training  and  On- the- Job 
Role-Behavior  (Worker-boss,  male-female,  etc.) 

Building  a Strong  Family 

Decision  Making  (Evaluating  a job  in  relation  to  ones 

values,  abilities,  etc.) 

Developing  Trust 

Learning  to  Adjust  to  Change  (of  class,  school,  procedure,  goal) 
Developing  Tolerance  for  the  Demands  of  Work  and  of  Organizations 
Developing  Skills  in  the  Use  of  Resources  (Instruction,  Employment 

Service,  Community  Agencies). 


ftf  noteworthy  is  that  these  themes  strike  to  the  heart 

of  the  identified  counseling  difficulties  of  the  disadvantaged  in  general  and 

wo?k™  •%^«D6ctod'’trtM'r’)  in  fndividua?  and  group 

^ to  teach  significant  Items  of  Information  regarding  work 

?™«onariev"oXr 

^.MPPiomentary  Materials  for  Group  Work  were  designed  to  focus 

”un.*:  ^r  Sir  *|9f  problems  and'Jo  asfisrin 

orcoMng",*:?ns*r"  ‘»rk  and  s^f 


USING  THE  MATERIALS 


materials  do  not  constitute  a sequential  course  of  study,  nor  do 

advantaS**Rather*d^  «n=ountered  in  training  the  dls- 

<n  M L,  do  they  constitute  a planning  model  for  counselor  activity 

iill  crLrLtSr,”'®’’'  9--OUPS  with  other  major  pro“ems,  aiSi 

he  i to  oJ?en?  Jhl  plans.  This  is  Just  a first  effort  that  will 

n Ip  to  orient  the  new  counselor  and  focus  the  experienced  counselor. 

will‘^?h2il*'!l«i"*"  Isientify  the  needs  of  new  trainees.  They 

to  cla?ifC  tteM*needl*aIIIl‘  ’ ‘m * lyP'«"»ntary  Materials  for  Group  Work 
VO  Clarify  these  needs  and  problems  and  teach  tWapproor  ate  cooino  skiiu 

»ub.equ*t  ev.1u.tion  those  material^Ja?  then  Srshfrp«Ii 

mplifiede  Hopefully,  counselors  will  be  encouraged  to  modify  the  themes 

endjeyelop  their  own  repertoire  of  plans.  These  can®?hen  brshar'eS  wiJh 

is  essenHa?  group  work  is  only  a part  of  planning  for  counseling  which 
If  essential  if  counseling  is  to  serve  Great  Society  Programs  for  the 

p?anninr?s'^tS'r  escribed  scope  of  time  and  program  objectives.  If 

couwi?Ll  who  trainees  in  this  context,  it  is  as  much  the  lot  of 

alte™?[!e^  J 2 anticipate  outcomes,  and  come  to  decisions  as  to 

dealing  with  trainee  problems.  Supplementary  Material 
for  Group  Work  is  a tool  to  be  used  in  the  planning  p75He^!  ^ ^etenals 

eraati«i®«i!i^®J*  by-product  of  counselor  involvement  in  the  process  of 
eMeinJi?  oJ*  9!f?“P*,wa®  their  rapid  acceptance  of  the  two 

diracMci  .nS  'c“r"”il  ?li„"„i‘n'g!'”"®  ®" 


HERMAN  SUOTKIN,  Coordinator 
January,  1968 
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The  reader  will  find  that  each  of  the  items  in  this  series  involves 
a number  of  themes  so  that  categorization  is  difficult.  The  items 
are  grouped  in  this  table  of  contents  to  make  it  easier  to  locate  them. 
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THEMEi  Prejudice  - Seif-Evatuatlon 

OBJECTIVES,  To  probl«».  th.t  minority  groups  h.v.  «xp.rl.ne.d, 

.ttitides  ICrpiopIe!  *»  <=h«n9e  flxod 

SUGGESTED  TIME,  Variable  for  a group  vdiich  has  successfully  worked  with 

IMPlEMENTATIONi  Distribute  a newspaper  article  and  read  it  to  the  group 

concem?irt^e%roS?Ims'o^  IrTupl  rNlw'^orCiT'  ” *** 

“These  New  Yorkers  are  a great  burden  on  the  tax  *.k-.  -44. 

y come  to  New  <ork  from  a distance  and  have  difficulty  with  English* 

the  windoW3?*l2d'?Ii'^e*sumM?*time  the'Lite*md*d?  <«  ‘•''’own  out 

to  civilised  standards!  " ’ "**  •'"“**  “"bearable  according 

must  trlCeHr^^i"  !fU?’!2nW  **  **  ” """ 

g jons  away  from  people  who  have  become  accustomed  to  higher  salaries.  ^ 

discol!!ige“  aTtriS!  wiHrlo  HsfSLCnhei*?*  "*y  become  so 

of  every2an.s  righno^t:!  ^lm^^Xt’Sen‘?:Sr^^?s^.r^r^^^^^^^^  ^klrs. 

a caule  of  “^wer^d  J^il‘to*allTM!II®York“!"»  *'’’*  « “«"-»9««ont  could  be 
COUNSELOR*^  QUESTIONS t 


1. 

2. 

3. 

4. 

5. 


Does  anyone  have  comments  on  this  article? 

O^you  think  it  describes  any  part  of  the  city  wirth  which  you  are  familiarT 
Do  you  think  that  it  is  a fair  description?  Why?  Whv  not? 

«nt“n3®jnsfbU  *ngi!"o‘Sn?*'"  '’•*•'■‘'’"9  *"*  »~“rage. 

Finally,  what  group  of  people  do  you  think  is  being  described  here? 


EXAMPLES  ANTICIPATED  RESPONSESt 


1. 

2. 


rS!??*TIl^  w*‘<ting  about  minorities  these  days 

E«t  the  area  as  Harlem,  Bedford  Stuwisant  or 

East  New  York.  They  may  recognize  that  the  story  is  not  verv  * 

Some  group  members  might  feel  that  it  is  too  hard  on  the  res^wiSt^^II  \i 
some  are  untidy  and  without  ambition.  residents  as  only 

- 1 - 


4.  RoacHon*  could  vary  from  reaHstfc  anxiety  to  rejection,  or  extreme  anger. 

COUNSELOR 


interrupts  to  state  that  the  article  was 

written  Nove»nber  26,  |8?7,  in  the  New  York  World,  that  the  area  described  is  Park  Avenu«» 
^etween  42nd  and  86th  Street^  and  that  the  minority  group  described  are  Irish  and 
ucrmart  immigrants^  who  began  settling  there  40  years  earlier* 


^ :ampies  of  anticipated  be S PONSE S t 


1.  Surprise,  disbelief 
2e  Relief 
3.  Recriminations 
4a  Embarrassment 
5 a Anger 


SUGGESTED  QUESTIOMSt 


1.  no  an  people  have  prejudices,  fixed  Ideas?  How  do  we  get  them? 

2.  Are  all  prejudices  concerning  race?  a > 

3e  What  is  a minority  group? 

4e  Are  there  many  minorities? 

^e  What  prejudices  are  there  about  the  majority? 

•?*  important  to  know  our  biases?  How  does  a bias  Hmit  os? 

/.  What  are  the  ways  to  change  a stereotyped  idea? 


SUMMARY 

Counselor  helps  groups  to  summarize  the  discussion  of  a variety  of  kind^t  «f 
such  as  not  liking  a man  with  a mustache  or  a woman  wUh  greereyL^f th^ 

change!  Pmjudlce  as  a common  failing  people  have,  and  a starting  poi^  for 


follow-up { 


K 

2. 

3. 


iview  of  Job  limitations  and  opportunities  of  minority  group  members 
•sources  open  to  minority  group  members  ^ ^ ^ 

story  of  minority  groups  in  New  York  City. 
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theme t Prejudice  --  against  females  and/or  males 

Teaching  trainees  that  we  are  all  prejudiced  in  some  way  and  that  not 
afi  prejudice  is  harmful.  Prejudice  is  harmful  when  it  affects  the 
lives  of  other  people  or  when  it  limits  whafc  we  can  do*  Helping  trainees 
to  recognize  their  own  strong  feelings  aiwut  males  and  females. 

SUGGESTED  TIME;  TVwr  Sessions 

Bnoad  Area  or  Specific  Phase  (for  groups  which  have  developed  cohesiveness  and 
some  skill  in  problem-solving) 

* 

SESSION  I 

■|H P LE ME NTATl ON t The  counselor  administers  a work  reaction  exercise  to  demonstrate 

that  each  person  has  irrational  ideas  called  prejudice*  (see  attached) 

COUNSELOR! 

“I  am  going  to  give  you  a paper  with  some  words  on  it.  You  will  have  a chance 
to  learn  aomething  about  yourself  when  you  srite  what  you  think  about  each 
work*  Are  you  ready?  Select  what  you  like  most  in  each  row.  Write  M next 
to  it.  Select  what  you  like  least  in  each  row.  Write  L next  to  it." 

(If  members  of  the  group  have  difficulty  reading,  che  counselor  may  read  the 
words  to  the  group) 

After  each  trainee  has  apparently  finished,  the  counselor  will  ask  trainees  to 
raise  th©ir  hands  to  indicate  how  many  liked  dog  least,  cat  lea«,t,  bird  least 
and  so  on  to  each  word  in  each  of  the  six  columns.  A taTI7  can  b.-^  madfe. 

COUNSELOR* S gUESTIONSg 

t*  Why  do  you  tike  dog  less  than  bird? 

2.  Why  do  you  like  green  less  thaniiTue? 

3*  How  did  you  arrive  at  a deci  sionf  ™ " 

EXAMPLES  OF  ANTICIPATED  RESPONSES? 

In  some  cases  a trainee  may  offer  a rational  reason  or  a personal  experience 
as  a reason  for  selecting  one  word  over  another  but  by  and  large  the  choices 
will  be  irrational. 

Counselor* s auEsnoN$» 

1.  What  is  prejudice? 

2.  Do  you  think  we  are  all  prejudiced  about  something? 

3.  Consitbr  what  yo«'  liked  and  disliked.  How  was  your  decision  reached? 

4.  How  will  preferring  blue  over  green  affect  your  life?  Life  of  others  vou 
work  with? 

5*  When  is  prejudice  harmful  on  a job? 


summary t Counselor  should  give  group  time  to  think  about  prejudice  and  the  possi- 
bility that  we  are  all  prejudiced  in  some  way  and  to  some  extent.  Some 

3 ** 


individuals  may  resist  making  any  admissions  of  being  prejudiced.  Counselor 
and  group  will  develop  some  meanings  of  prejudice*  (Prejudice  is  Jumpirtq 
to  a conclusion  before  considering  all  the  facts*  It  is  an  irrational 
rather  than  a logical  decision*) 


SESSION  n 

WtgMENTAnONi  After  the  group  understands  what  prejudice  is  and  can  deal  with 

the  fact  that  we  are  all  prejudiced  in  some  way,  the  group  can 
move  Into  discussions  of  stereotyped  beliefs  shared  by  male  trainees 
concerning  women  and  female  trainees  concerning  men. 

Some  male  trainees  have  made  statements  like  these* 

!•  "A  women's  place  is  in  the  home,” 

2.  '^Negro  women  are  easy.” 

3«  "It'S  the  women's  responsibi lity  not  to  become  pregnant*" 

4.  "Girls  are  only  after  your  money." 

5,  'iHarried  men  can  have  girlfriends,  married  women  must  be  faithful." 

0.  "White  women  never  respect  Negro  men.t" 

7*  "Women  bosses  are  no  good." 

Some  female  trainees  have  made  statements  like  these* 

1.  "Most  men  expect  everything  and  give  nothing," 

2.  "Most  White  men  want  only  one  thing  from  a Negro  woman." 

3.  "Most  Negro  men  are  no  good." 

4.  "I'd  never  work  for  a woman l" 

COUNSELOR'S  guESriONS* 

1.  Is  this  ever  true?  Is  it  always  true? 

2,  What  do  you  think  can  be  the  effect  on  a person  of  ideas  like  these?  At 
home?  On  the  job? 

3*  What  can  you  do  to  learn  whether  it's  true  or  not  when  you're  not  sure? 

SUMM^i  “^e  counselor  will  encourage  the  group  to  consider  all  the  ways  in  which 

fixed  ideas"  about  males  and  females  interfere  with  success  at  home  and 
on  the  job. 


FOLLOW-UP* 

1.  Schedule  individual  conferences  with  trainees  who  withdraw/get  very  angry. 

or  have  problems  dealing  with  sex  roles  which  are  not  dealt  with  in  the 
group, 

2.  Suggest  trainees  role  play  new  ways  of  acting  in  situations  to  which  they 
have  had  stereotyped  reactions  in  the  past.  Examples* 

."fiverytime  a female  teacher  tells  me  what  to  do,  I get  angry," 

."If  I go  for  an  interview  and  it's  a woman,  I know  t won't 
do  well." 

3.  Assign  as  homework  for  trainees  who  react  negatively  to  males  or  females 

the  task  of  trying  a different  behavior  and  reporting  their  success  to 
the  group. 


wf  A — 
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NAME 


Select  what  you 

tike  most  in  each 

row.  Write  M next  to  it 

Select  what  you  like 

least  in  each  row. 

Write  L next  to  it. 

1 . dog 

cat 

bird 

2*  green 

bhe 

red 

3»  cabbage 

lettuce 

spinach 

4,  eels 

snails 

sharks 

5»  pig 

cow 

deer  • 

6.  alligator 

rattlesnake^ 

jellyfish 

5 - 
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Celf -Evaluation  - (recognivdng  handicaps  and  strengths) 

£§J||BCTIVESs  To  assist  trainees  to  recognize  what  behaviors  influence  oti^ra  to 
accept  or  re;5ect  them., 

Tp  help  each  trainee  (and  the  counselor)  to  begin  to  itebify  his 
strengths  in  relating  to  peers* * 

Pre-Vocational  Phase  (after  a group  atmosphere  has  developed) 

Counselor  uses  the  sociogram  durijig  the  session  to  assist  the  group 
to  identify  why  some  people  are  accepted  and  others  rejected. 

Counselor  uses  the  sociogram  later  to  identify  individuals  who  are 
not  selected  and  may  need  individual  counseling. 

COtmSELORfS  STATEMENTS 


Very  often  people  ssy^  »Iou  can  choose  your  friends  but  you  can't  choose  your 
ramily  . We  can  say  the  same  thing  about  people  w@  work  with.  If  we  could  choose 
co-workers  the  way  we  do  friends  — What  woiad  we  look  for? 

mmim  of  antioipatsjd  responses  » 


* A buddy  - someone  to  eat  lunch  with 
•I  don't  know 

. Somebody  who's  experienced  on  the  job 
COBKSKLORi 

W*— — 


"Certain  people  are  chosen  by  all  of  us.  We  need  to  know  what  kind  of  people 
we  choose  to  be  wi^.  All  of  ua  want  to  be  chosen  by  others.  I've  brought  a question 
sheet  to  help  us  find  what  we  look  for  in  people  we  enjoy  being  with.  We're  going 
to  use  our  own  answers  to  learn  more  about  ourselves." 


PROCEDGRE: 

tions^wiS^the  traineS^^^  Question  sheets  (see  attached)  and  reads  all  the  instruc* 

questions  and  allows  group  sufficient  time  to 

Counselor  lists  why  people  are  chosen  (reasons  for  first  choice)  on  a black- 
board or  on  a large  sheet  of  paper  posted  on  the  wsai.  He  lists  th«  reasons  why 
people  are  avoided  on  a second  list. 


«ft  (S 


4 


, AVOIDED 

Examples:  « knows  the  job  « doesn’t  know  what  he’s  doing 

- h<^lps  yon  * thinks  he’s  better  than  everyone  else 

" really  listens  to  me  «-  can’t  keep  amji'thing  to  hijnselj? 

”•  level  headed  - doesn't  care  about  anyone  else 

- smart  ~ has  no  time  for  anybody 

« stays  calm  « real  “goof  off« 

*-  you  can  rely  on  him 

SUGGESTED  QUESTIONS: 

1.  VJIhat  kinds  of  things  does  everyone  seem  to  be  looking  for? 

2.  What  kinds  of  behaviors  does  evexyon©  like  to  avoid? 

EXAMPLES  OF  AMTICIPATBD  jaESPOKSES: 

lotwimwwwiyyMwixii— »ww» 

1»  Most  of  us  want  someone  who’ll  help  us  or  who  show?  he  cares  about  us. 

2.  Many  of  us  don’t  seem  to  like  people  who  stay  by  themselves  all  the  time* 

or  are  too  busy  or  not  interested  in  us. 

SUGGESTED  QUESTIONS: 

1.  Where  do  you  find  yourself  i;u  ais  picture? 

2.  Do  you  have  any  of  these  stre«f.:ths  O’Chosen”  column^?  Do  you  have  any  of 
these  weaknesses  ("Avoided”  wol vam)? 

(Co^elor  encourages  individuals  to  estimate  thejjr  strengths  and  weaknesses.  Members 
help  each  other  ly  stating  whether  a trainee’s  self-evaluation  in  a particular  area 
IS  close  to  the  way  others  evaluate  him.) 

SUMMARY 



X qualities  other  people  would  like  us  to  have 

out  it  is  important  for  each  of  us  to  have  some  qualities  others  admire  if  we  are 

^^xPxt.  , person  is  to  take  long  look  at  himself  and 

with  the  help  of  other  members  of  the  group,  decide  what  he  already  has,  his 
strengths,  and  what  he  needs  .to  have  to  get  alortg  with  other  people.” 

FOLLOW-UP 


« Homework  — Each  individual  lists  his  strengths  and  some  things  he  needs  to 
iziprove. 


. Individual  Conferences  -•«  The  Ccwnselor  reviews  his  self-evaluation  with  the 

• trainee  and  asks  him  to  select  the  area  he  will 
start  to  work  on. 

• How  Can  V/e  Help  Each  Other  to  Change  — Group  suggests  ways  of  helping  each 

other  with  specific  common  problems. 
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QUESTIONNAIRE 


Hers  is  a list  of  all  the  members  of  your  group.  Use  the  list  and 
your  ovn  ideas  to  answer  the  questions  below.  Your  ideas  are  very 
important  but  not  your  name.  Do  not  put  your  name  on  this  paper.  The 
group  will  discuss  only  the  reasons  and  not  the  names  in  your  answers. 
Do  not  show  your  answers  to  anyone. 


I would  most  like  to  work  with: 


1.  ____  Because: 

2.  Because: 

3.  Because: 


If  I could  not  work  with  any  of  them,  I would  then  want  to  work  with: 


h»  Because: 

5.  Because: 


6, 


Because: 


On  any  job  the  people  I avoid  are  those  who 
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THEME t 3e1f>Evaluation  (Testing) 

OBJECTIVES;  To  develop  in  each  trainee  a recognition  of  how  he  reacts  to  a test 

situation*  To  help  each  trainee  plan  how  he  can  perform  fi^ore  adequately 
in  an  anxiety  provoking  situation* 

TIME;  Variable*  This  technique  provides  information  to  the  trainee  whether 
it  is  given  at  the  beginning,  middle  or  end  of  the  cycle*  A taped 
recording  of  the  session  can  be  discussed  by  the  group  so  that  they 
can  hear  their  reactions. 

IMPLEMENTATION; 

The  counselor  will  place  a sheet  of  paper  and  pencil  on  each  desk  before  the 
group  meeting*  At  the  start  of  the  group,  the  counselor  will  announce  that  there 
will  be  a test  at  the  end  of  the  period  covering  all  of  the  previous  discussions* 

Each  is  to  write  how  he  has  been  helped  and  what  he  has  contributed  to  the  group. 

The  time  for  the  test  is  10  minutes.  Put  the  following  on  the  boards 

Start; 

End;  

Remind  each  to  be  careful  to  spell  correctly* 

EXAMPLES  OF  ANTICIPATED  RESPONSES; 

1.  Complete  silence  and  withdrawl  due  to  fear  in  a test  situation. 

2.  The  cliques  in  the  group  will  mumble  to  each  other  about  the  test. 

3.  Openly  expressed  anger  about  the  unfairness  of  the  test.  Example;  “We  were 
not  informed  of  a test.“  “This  is  not  a class,  we  are  not  supposed  to  have 
tests  in  group  counseling.'* 

COUNSELOR'S  STATEMENT; 

“'This  is  not  a real  test.  X arranged  this  so  that  you  could  find  out  how  you 
act  in  test  situations.  Wha^.  can  you  learn  about  yourself  from  what  just  happened?" 

COUNSELOR'S  Q.UESTI0NS: 

*****  

1.  What  did  you  do  during  this  test?  Why? 

2*  Do  you  remember  yourself  behaving  like  this  any  other  time?  What  was  that 
like?  (job  hunting,  school  test,  etc.) 

3*  How  does  fear  affect  your  ability  in  a test?  (physical  changes,  emotional 
changes) 

4.  Where  can  we  expect  to  be  faced  with  stressful  situations  like  tests?  (job 
interviews,  vocational  placement  tests,  etc.) 

5.  What  kind  of  plans  do  we  need  to  make  since  we  know  tests  are  a part  of 
training  and  getting  jobs? 


FOLlOW-UPt 


1»  Homework  - trainees  test  themselves  and  each  other  frequently* 

2.  Group  compares  the  course  of  study  with  the  requirements  of  the  job* 
3*  Counselor  shows  sample  Industrial  tests* 

4.  Role  play  - job  Interviews 

5.  Counselor  stages  a different  phony  test  situation  later  in  the  cycle* 


Board  of  Education  of  the  City  of  New  York 
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theme  I Problem»So1vino  Behav  ior 

OBJECnv^*  To  help  tra-.nees  learn  how  to  deal  with  an  evaluation  with  which  they 
do  not  agree.  ' 

time*  Middle  of  Pre-vocational  training  cycle  (after  counselor  has  had 
sufficient  time  to  study  records) 

i!l?j;.!^ffjJ!f/^T10N:  Preparation  » Counselor  explores  student  records  to  identify 

strengths  of  each  trainee  in  the  group.  The  counselor  prepares 
individual  letters  for  five  trainees  indicating  that  each  has 
been  rejected  for  being  inadequate  in  an  area  in  which  he  is 

actually  adequate  or  outstanding.  Counselor  distributes  five 
letters. 

“ Skills*  Letter  states  rejection  of  employment  because 
of  low  (20  W.p.ra.)  typing  speed.  This  letter  is  to  be 
given  to  a trainee  who  actually  types  40  w.p.m. 

“ Academic*  Letter  states  that  achievement  is  poor  and 
trainee  cannot  go  to  Specifics.  This  latter  is  to  be 
given  to  a trainee  with  a good  achievement  record. 

- Interpersonal  Skills*  ietter  states  termination  of 
job  is  due  to  poor  relationships  with  supervisors  and 
co-workers.  This  letter  is  to  be  given  to  a trainee 
who  has  good  interpersonal  relatlonshi ps  with  others. 

- Attendances  Letter  states  termination  of  job  is  due 
to  excessive  absences.  This  letter  is  to  be  given  to 
a trainee  who  has  an  excellent  attendance  record, 

~ Appropriate  Dress*  Letter  states  termination  of  job 
is  due  to  dress,  after  repeated  warnings.  Th>U 
letter  is  to  be  given  to  a trainee  who  is  well- 
groomed  at  all  times* 

Each  trainee  in  turn  reads  his  letter  to  the  group  and  has  an 
opportunity  to  talk  about  hfs  reaction. 

COUNSELOR'S  QUESTION* 

1*  Mr.  what,  would  it  be  like  if  you  received  this  letter? 

EXAMPLES  Of  ANTICIPATED  RESPONSES. 


Angry* 

This  is  a liei 
They-^re  picking  on  me. 

Passive* 

I guess  it's  so  if  they  say  so. 

They  know  better  than  I know  how  I»m  doing. 

Confused* 

I thought  I was  doing  well. 

- n - 

Something  is  wrong  here* 

COUNSELOR* S QUESTIOWS: 


1.  How  did  you  feel  when  you  read  the  letter?  Why? 

2.  Do  you  think  that  the  stateiiients  are  true? 

3.  Does  this  Information  differ  in  any  way  with  your  evaluation  of  yourself 
in  this  area? 

4c  Is  this  what  you  are  really  like? 

5»  How  can  we  know  what  w©  are  really  like  {strengths,  weaknesses)? 

(Exploration  of  self-evaluation  in  a discussion  with  the  group) 

6.  Suppose  you  think  this  letter  is  unfair  to  you*  What  would  you  do  about 
this  situation? 

7#  What  would  you  do  if  this  happened  on  the  job? 

8.  How  can  we  correct  an  erroneous  impression  others  have  of  us? 

EXAHRLES  OF  ANTICIPATED  RESPONSE  St 

Angry*  They're  a bunch  of  liars  and  I'd  go 

down  there  and  tell  them  off. 

Passive*  I«d  forget  about  it* 

Realistic*  X really  feel  this  is  an  unfair 
evaluation*  I know  1 am  good  at 
this.  I guess  I‘d  go  down  to  the 
employment  office  and  ask  to  see 
the  results  of  my  test  and  then 
perhaps  ask  for  another  test. 

SUMMARY 

1.  If  we're  not  sure  of  our  ovm  abilities  we  have  difficulty  explaining 
ourselves  to  others.  If  we're  the  least  bit  unsure  of  our  best  points, 
we  become  angry  or  upset  when  someone  tells  us  we  don't  have  them. 

2.  Some  people  are  easily  defeated  - get  very  angry  and  want  to  strike  out 
in  anger. 

3»  A realistic  approach  involves  collecting  accurate  information  about 
yourself  and  getting  people  to  consider  it. 

FOLLOW-UP* 

• sessions  with  different  letters  for  each  trainee. 

* role-playing  in  a situation  in  which  the  trainee  discusses  the  letter  with 
his  employer. 


Board  of  Education  of  the  City  of  New  York 
HAMPOWER  DEVE10PMENT  TRAINING  PR06RAH 


Letter 


DATE* 


Mi ss  Mary  Rose 
22  Lafayette  Place 
Brooklyn,  N.  Y»  tl20i 

Dear  Miss  Roses 

Your  rating  in  our  typing  test  was  20  w.p.tn*  11ie  accepted 
speed  is  kO  w.p.m* 

We  regret  that  we  cannot  place  you  in  our  organization*  If 
in  the  future,  your  speed  increases  to  rrieet  the  minimum  standard 
for  junior  typist,  you  may  apply  at  this  office  for  another  test* 

Sincerely, 

Joan  Pleasant 
Personnel 

JP/hf 


Board  of  Education  of  the  City  of  New  York 
MANPOWER  DEVELOPMENT  TRAXHING  PROGRAM 


Letter 

DATE: 


Mr.  John  Doe 
22  Lafayette  Place 
Brooklyn,  N.  Y.  11201 

Dear  Mr.  Does 

Our  records  indicate  that  your  academic  achievement  in 
this  center  does  not  meet  the  minimum  standard  for  entering  the 
Specifics. 

We  regret  that  we  are  unable  to  place  you  in  the  Specifics 
for  typing.  Your  termination  is  effective  as  of  March  11,  1967, 

Sincerely, 

George  Stanford 
Teacher»ifi«Charge 

G8/hf 


Board  of  Education  of  the  City  of  New  York 
MANPOWER  DEVELOPMENT  TRAINING  PROGRAM 


Letter  #3 
DATE: 

Mr.  Robert  James 
5^  St,  Johns  Place 
Brooklyn,  N.  Y.  11201 

Dear  Mr.  James: 

We  regret  to  inform  you  that  your  services  wi!!  be  terminated 
as  of  March  15,  1967. 

It  has  come  to  our  attention  that  you  were  involved  in  several 

conflicts  and  disputes  with  your  fellow  workers  and  that  this  criticaiiy 
interferes  with  the  operation  of  our  plant. 

Cooperating  relationships  among  worker  is  essential  in  our  line 
of  work.  We  believe  it  is  in  the  best  interests  of  employee  and 
management  that  your  services  be  terminated  at  this  time. 

Kindly  report  to  the  personnel  office  for  your  final  check. 

Sincerely, 


GH/hf 


George  Hinson 
Production  Manager 


Board  of  Education  of  the  City  of  New  York 
MANPOWER  DEVELOPMENT  TRAINIHO  PROGRAM 


Letter  #4 


OATEs 


Mr.  Robert  Brown 
54  St.  Johns  Ptace 
Brooklyn,  N.  Y.  1120! 

Dear  Hr.  Brown* 

Please  note  that  your  absentee  record  to  date  indicates  a total 
of  34  days. 

The  Brand  Production  Company  understands  the  necessity  for 

absences  due  to  extenuating  circumstances?  however,  your  record  far 

exceeds  the  maximum  number  of  dats  allowed  for  illness  and  personal 
business. 

Under  the  circumstances,  w®  must  ask  you  to  terminate  your 
services  as  of  the  30th  of  this  month. 

We  regret  the  necessity  of  this  action  in  that  your  work  record 
appears  satisfactory?  however,  the  management  feels  they  can  no 
longer  maintain  your  position  on  the  payroll. 

Sincerely, 


G J/hf 


George  Jensen 
Assistant  Manager 


/ 
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Board  of  Education  of  the  City  of  How  York 
MANPOWER  OEVEIOPMEHT  TRAIWXHG  PROGRAM 


tetter  #5 


OATEt 


Miss  Jessie  Byrd 
22  Lafayette  Place 
Brooklyn,  H.  Y.  11201 

Bear  Miss  Byrdj 

This  is  to  inform  you  that  your  services  as  recepticinii st  will 
foe  terminated  as  of  March  13*  196?« 

The  Windsor  Company  requires  a minimurw  standard  of  grooming 
for  the  receptionist  and  typing  staff,  a standard  which,  according 
to  our  records,  you  have  failed  to  meet. 

Mrs,  Shallow  informs  me  that  this  m^ttesr  has  been  discussed  with 
you  on  repeated  occasions,  and  that  you  have  made  no  effort  to  improve 
in  this  area.  I refer  you  to  the  ‘^Windsor  Handbook  of  Good  Grooming" 
which  you,  no  doubt  received,  during  the  first  week  of  your  oricsntatioiHv 

Kindly  report  to  the  personnel  office  on  th®  8th  floor  for  your 
final  check. 

Sincerely, 


ML/hf 


Marjorie  lord 
Per sontiel  Director 
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BOAED  OF  EDUCATION  OF  THE  Om  OF  M YOM 
MANPOWER  DEVEIDPMT  TMXNBIG  PHOGRAPI 


SelT-Dsf eating  B^haviop  in  a Job  Setting* 

WSCTOTs  To  help  develop  underetan,dlng  and  attitudes  for  better 
interpersonal  relations  on  a job* 

^ sessions  near  begtmlng  or  ndddle  of  cycle. 

Case  History  Presentation  (oral)  and  Role  Playing. 

CoiBMJelor  states?  A fellow  in  on©  of  ay  other  groups  told  the 

group  that  he  walked  out  on  a good  job  the  other  day.  Conditions  were 

pleasant  and  easy,  the  pay  nice  but  idien  his  eaiployer  one  day  said, 

“Boy.  Take  this  package  over  to  the  Shipping  Department, « he  saw  red. 

He  shouted,  “No  one  talks  to  m like  tiiat,  I quit  I » and  he  slasusM  the 

door. 

MMIIQNS?  What  do  you  think  about  what  happened? 

Encourage  discussion  of  feelings  and  thinking  about  what  happened. 

EXAMPLES  OF  ANTIOIPAg*ED  RESPONSES? 

1.  “I  once  quit  a job  when  a boss  instated  m,  I take  m 
guff  froctt  jKyone.“ 

2.  «I  vfould  say,  Jiy  name  is  Andrrw,  not  *Boy‘.“ 

3*  “Maybe  it*s  the  way  you  dressed  and  atted.“ 

4*  “Talk  it  over  with  the  boss  «««  let  Mm  know  how  you  feol,“ 

5*  “Ask  him  td-iy  he  treats  you  Ilk©  thls?“ 

6.  “There*s  anj.ad  in  th©  subw;^  that  say®,  *Boy  is  what  you*ll 
be  called  the  rest  of  your  Ufa  if  you  don’t  get  an  education.'* 
7»  “1^  boss  told  me  work  wasn’t  good  enough,  so  I quit," 

B.  “No  one  is  ever  going  to  talk  down  to  me  and  get  away  with  it. 
I’d  fight  and  show  I'lim." 

9*  “Tou’re  ©.Iready  in  a l««d©vin  isosition  with  an  employer,  so 
you  might  as  well  eomproailse," 

(Avoid  “yes “ and  “no"  questions.) 

1.  How  did  you  feel  when  you  are  called  “Boy"? 

2.  What  does  being  called  “Boy"  mean  to  you? 

3.  What  do  you  think  it  meant  to  th®  employer? 

4*  How  do  you  judge  an  eaoDployer’s  attitude  toward  you? 

5«  How  would  you  ©ajplain  to  the  imsployer  how  you  felt  and  what 
his  remark  meant  to  you? 

6.  Why  is  it  not  wise  to  jeopardise  a good  job  just  because 

of  one  Incld^t?  What  things  should  be  taicen  into  consideration? 

M 1 8 


ANTICIPATED  RESPONSES: 


1.  “Evoryone  hisB  a,  right  to  jjiridft*'' 

Z»  ”Ko  one  im  & right  to  talk  down  to  yon*» 

3.  *'If  eomeone  insulta  you  that* a it.** 

M?M,_HVQTAL  QtJTST^  (To  indirectly  load  to  attitudinal  change*) 

1,  la  there  a differonce  between  healthy  and  unhealthy  pride? 

2*  Why  ia  it  iaiportant  to  talk  thinga  over? 

3*  How  Toany  of  you  find  it  hard  to  talk  thinga  over  when  you 
feel  hurt? 

4.  Ia  life  alwaya  fair?  lOQ^I 

5.  We  xmderstarid  a aitimtion  b«»tter  if  we  are  sensitive  to  the 
other  poraon*8  needs  as  i»rell  as  our  own*  Why? 

6.  Why  is  cmpromise  necessary  sometiiaes? 

mHPLES  OF  ANTICIPATED  RESPQHSF^t 

1.  '*If  you  know  your  own  self«worth,  m one  can  down  you.” 

2*  »Xf  you*re  educated^  you  won*t  need  to  have  a menial  job.” 

3.  “If  you  act  with  dignity,  no  one  will  treat  you  with  disrespect 

EmVANT  THMSt  That  may  arise  - 

. Raoi^  J^ejudice  --  stereotyped  images  of  people,  education, 
and  respect. 

• How  to  ©atplain  oneself  withKiut  getting  angry* 

. How  to  leave  a job  in  order  to  get  a better  one. 

• What  if  you  l^iave  to  leave  a job  because  employer  ia  hard  to 
get-along-with? 

F0LL0W4JP  TOPICS  . GOHHSELQH  COULD  BRING  UP  DORIHa  NEKT  SI^SIQHs 

« How  to  get  a good  ref©X’*enoe  if  one  has  to  leave  a job. 

• How  to  develop  8elf**confidence  through  underatanding  other 
people. 

• How  to  disagree  amicably. 

. How  to  press  your  point  and  still  remain  friends. 

• Self --confidence  throiugh  responsibility  and  competence* 

. How  to  influence  others. 


Board  of  Education  of  the  City  of  New  York 
MANPOWER  DEVELOPMENT  TRAXHIMG  PROGRAM 


THEME:  Self-Dtf eating  Behavior  *•  Sel f-Evaluation  (niness) 

OBJECTIVE:  To  help  develop  insight  into  trainee  use  of  illness  as  a 

self-defeating  tactic  and  skills  to  cope  with  attendant  problems 

COUNSELOR  - TO  - GROUP: 


V 


METHOO  - Today,  X would  like  to  bring  before  you,  a situation  about 
a student  in  another  group*  Maybe  you  can  come  up  with  helpful  ways 
for  him  to  handle  his  problem?)*  X am  passing  around  a written  suitmary 
so  you  can  eawsh  read  it  before  you  discuss  It. 

John  reported  to  his  group  that  he  was  very  upset,  since  his  wife 
has  again  been  getting  fainting  spells  and  also  spells  of  depression. 
When  this  happens,  she  either  stays  in  bed  most  of  the  day  or  spends 
hours  on  end  looking  at  TV,  completely  neglecting  their  three  small 
children  and  the  housework.  John  states  he  feels  very  sorry  for 
her  and  does  everything,  including  ironing  the  girls'  dresses  and 
the  shopping  and  cleaning  and  cooking.  He  has  already  lost  one 
job  because  of  this,  and  is  now  extremely  upset,  because  if  he 
Stays  home  for  her,  he  will  lost  out  in  the  program.  The  doctors 
have  found  nothing  p|iysf rally  wrong  with  her.  She  saw  a psychiatrist 
last  year  for  a while,  but  that  didn't  help. 

John  is  very  quiet,  gentle  type  of  person,  who  states  he  has  a 
happy  marriage  and  feels  his  wife  is  affectionate  and  loves  him 
because  she  is  siways  asking  "Do  you  love  me?" 

POSSIBLE  QUESTIONS: 

l»  Have  you  ever  come  across  something  similar?  What  was  it 
tike?  Why  does  John's  wife  behave  this  way? 

2«  What  is  your  reaction  to  this  story? 

3*  Is  John  the  strong  one  because  he  does  ail  the  housework 
in  addition  to  working  on  a job?  Wliy? 

4.  How  does  John  feel? 

5.  Can  fainting  be  a "eop-out"  » just  like  running  away  from 
a responstbili ty?  How  can  you  tell? 

6.  Is  John  helping  her  stay  sick  by  catering  to  her  illness? 

7.  Are  there  quiet  ways  of  domi nati ng?  Is  his  wife  really 
bossing  him? 

8.  What  do  you  think  would  happen  if  .tehn  refused  to  take  over 
her  responsibi  Hties? 

9*  What  would  you  do  if  you  had  a wife  or  relative  like  that? 
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ANTICIPATED  RESPONSESs 


Trainees  should  recognize  the  use  of  Ittwess  as  a tactic  by  John's 
wife  as  welt  as  joeopie  they  know.  Trainees  may  recognize  their  own 
use  of  illness  as  a "cop-out**  In. taking  tests making  a decision^ 
learning  difficult  skills.  They  siay  draw  eut  of  their  own  experience 
effective  ways  of  dealing  with  this  In  others  as  well  as  themselves. 


F0L10W-UP< 

Present  to  the  Group  the  Solution  John  Acutally  Chosei 

John  reported  the  next  day^  that  discussing  this  problem 
in  the  group  and  with  counselor  Individually  was  the  best 
thing  that  ever  happened  to  him.  When  he  suggested  to  his 
wife  that  her  illness  was  under  HER  CONTROL^  that  she  can 
decide  to  be  ill  or  not,  and  that  he  Is  no  longer  going 
to  jeopardize  his  future  job  by  taking  over  for  her  when 
she  Is  well  enough  to  took  at  TV  all  dfy  she  replied,  "X 
promise  never  to  be  sick  any  more."  Several  weeks  later 
John  reported  a much  better  relationship  with  his  wife, 
who  is  now  concerned  with  his  feelings  and  needs  for  the 
first  time  in  their  seven  year  marriage,  and  as  things 
look  now,  she  is  over  her  fainting  spells. 

1.  What  do  you  think  of  John's  direct  approach? 

2.  What  other  approaches  might  he  have  taken? 

3*  What  are  the  possible  consequences  of  each? 
k,  can  you  tell  which  approach  Is  best? 

5*  Apply  the  same  pattern  to  other  work  related  situations: 

a)  using  Illness  as  an  excuse  for  poor  work 

b)  using  Illness  to  avoid  unpleasant  work 

c)  using  Illness  to  avoid  difficult  work 

d)  using  illness  to  throw  the  burden  on  your  work  partner 


Board  of  Education  of  the  City  of  New  York 
Manpower  Development  Training  Program 


THEME » Self-Defeating  Behavior  (relating  to  attendance) 

OBJECTIVES > To  develop  a more  positive  attitude  towards  attendance 
through  the  exploration  of  feelings  of  why  people  tend 
to  be  late  and/or  absent,  and  their  impact  on  job 
relation shi ps. 

SUGGESTED  TIME  FOR  USE?  Shortly  after  group  has  formed*  (2-3  weeks), 
IMPUMENTATION  AND  METHODS  The  counselor  will  distribute  and  read  with  the 
group  any  of  the  following  vignettes. 

#1.  AHENPANCE  AND  RESPONSE  TO  AUTHORITY 
George  Dane  stopped  by  to  visit  Miss  Calen,  the  counselor* 
“Everything  was  just  fine,“  he  said,  quite  cheerfully*  In  the  course 
of  his  viarm  and  friendly  conversation,  he  mentioned  that  he  had  been 
absent  one  day  last  week*  Miss  Calen  asked,  “Why?“ 

“I  guess  I was  just  too  lazy  to  return  in  time,  “ he  said* 

“Can't  agree,“  Miss  Calen  said  shaking  her  head,  “A  man  who  works 
weekends  and  evenings  to  continue  school  and  support  his  family  isn't  lazy*“ 
It  was  then  that  Mr*  Dane  remembered  that  the  day  before  his 
absence,  his  teacher,  Mrs.  Bridge,  had  warned  him  that  he  could  not  be 
absent  one  more  time*  He  recognized  the  connection  and  questioned  why  he 
would  have  done  this. 

“I  guess  it's  just  rebellion,"  he  said,  “no  one  can  tell  me  what 

to  do*“ 
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ATTENDANCE 


THE  CHRONIC  LATE-COMER: 

iii  ■ *HMI la^  Ml 

It's  been  a problem  all  my  life. 

I've  lost  jobs  because  of  it. 

The  boss  liked  mo  --  but  they  just  couldn't  keep  me  on, 

1 remembered  how  angry  my  teacher  always  was  in  elementary 
(of  High  School)  when  1 came  to  school  late. 

After  awhile  I stopped  coming. 

B*  ATTENOANCE  AND  F£Et.INGS  ABOUT  THE  JOB 

I^m  usually  on  time.  No  hang~ups, 

I can't  stand  people  who  keep  me  waiting. 

But  I had  a job  once  --  that  I really  hated  — I felt 
so  useless  there.  It  was  so  dull.  And  I never,  but  never  came  on  time, 

I even  tried  getting  up  early  but  something  always  seemed  to  make  me 
late  to  work.  I couldn't  quit  the  job  — cause  at  the  time  I needed  the 
money.  They  fired  me  anyway. 
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?»4.  «<WHY  CALL?" 


On  my  last  job  I worked  in  the  office.  It  was  an  O.fC.  job. 

No  great  shakes.  I was  only  there  two  weeks  when  my  babysitter  left  me 
to  go  back  home.  Her  uncle  had  died.  I had  to  stay  home  with  the  baby. 

I didn't  bother  to  call  the  office  to  say  that  I was  going  to  be  out.  When 
I got  back  to  work  the  job  was  filled. 

These  Vignettes  may  be  utilized  to  initiate 

1.  open-ended  discussion 

2.  a buzz  group 
3*  a role-play 

Following  any  one  of  these  activities,  the  counsilor  will 
ask  any  or  all  of  the  suggested  questions. 

1.  What's  going  on  in  this  situation? 

2.  Why  do  people  behave  this  way? 

3*  How  should  he  (she)  have  handled  it? 

4.  How  would  you  have  handled  it? 

5.  Sometimes  we  hear  the  expression,  "self-defeating 
behavior".  Was  this  person  (these  persons)  defeating 
themselves?  Why? 

6.  Why  do  you  thiink  he  (she)  acted  as  they  did? 

7*  Are  there  any  other  alternatives? 

8.  What  are  the  possible  consequences  of  each  alternative? 

If  you  were  the  boss  or  teacher  what  would  you  have  done? 
Why? 
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EXAMPLES  OF  ANTICIPATED  RESPOMSESt 

1.  Seme  trainees  may  react  negatively  and  reject  the 
concept  of,  ‘'self-defeating  behavior",  by  labeling 
the  problem  as  being  outside  of  themselves. 

2.  Some  trainees  may  identify  closely  with  these 
situations,  realizing  that  this  has  happened  to  them, 

3.  Some  trainees  may  react  negatively  by  refusing  to  view 
objectively  their  responsibility  in  a job  on  learning 
si tuations* 

4.  Some  trainees  may  gain  Insight  as  to  their 
responsibilities  both  to  themselves  and  their  job 
on  learning  situations, 

FOUOW-UPj 

The  counselor  may  initiate  discussion  or  role-play  exploring 
how  people  sometimes  "sabotage"  themselves  in  other  ways  through  absence, 
belligerance,  insubordination,  failure  to  study,  etc. 
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BMrd  of  Education  of  The  City  of  New  York 
MANPOWER  DEVELOPMENT  TRAINING  PROGRAM 


I , 


THEME: 

OBJECTIVE: 


Impuisivity  - Developing  tolerance  for  the  denimds  of 
organizations 

To  develop  rational  rather  than  impulsive  ways  in  which 
trainees  can  respond  to  dis\rurbing  written  communications 
from  organizations- 


SUGGESTED  USE:  At  the  beginning  of  the  cycle 

Jil£l:^^.^><TATiqN:  Each  trainee  in  group  receives  a sealed  letter  (see 

attached  fetter)  with  his  name  and  home  address  on  it. 

The  letter  comes  from  New  York  State  Employment  Service 
asking  the  trainee  to  provide  Mr.  Volin,  of  the  traininq 
allowance  unit,  with  certain  information. 

envelopes,  counselors  says  to  group: 
Make  believe  that  you  wake  up  tommrrow  morning,  eat  break* 
fast,  wash  up,  get  dressed  and  leave  the  house  on  the  way  to 
school.  You  stop  off  at  your  mailbox  and  you  find  this 
letter  waiting  for  yourself*** 


SUGGESTED  QUESTIONS  TO  GROUP 


1.  How  do  you  feel  about  receiving  mail?  Why? 

2.  What  are  your  first  feelings  before  opening  the 
letter?  Why? 


The  group  is  then  asked  to  open  their  letters  and  read  them. 
S_UGGESTED  QUESTION  TO  GROUP 


1.  What  will  you  do?  Why? 

2.  What  will  you  not  do?  Wliy? 

3.  What  is  your  feeling  t4»w^rd  New  York 
Service? 


State  Employment 


4.  How  will  your  feelings  towards  the  Employment  Service 
influence  your  behavior? 


5.  What  is  your  general  feeling  about  receiving  mail  from 

agencies?  Why?  ‘ 

6,  itew  have  your  general  feelings  influenced  your  behavior? 

^ have?  What  are  the  consequences 
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EXAMFIES  OF  EXPECTED  RESPQNSFSs 


^atnees  may  act  passively^  Impulsively  or  hostflely* 

They  may  put  the  letter  away  and  say  that  they  will 
respond  when  they  have  time,  they  may  go  to  the  employment 
office  and  deal  directly  rather  than  coming  to  school  and 
mailing  to  the  employment  service  the  information  requested, 

® having 

their  checks  delayed.  It  is  also  possible  that  they  will 
behave  appropriately  by  doing  what  the  letter  suggests.  It 
is  my  feeling  that  most  trainees  will  act  impulsively. 


FOLLOW-UP: 


Counselors  may  want  to  follow-up  either  individually  or  in 

groups  with  passive,  impulsive  or  hostile  react! ons^of  trainees 
as  self-defeating  behavior  in  other  contexts:  trainees 


1. 

2. 

3. 

4. 

5. 


In  reacting  to  failure  to  learn 
In  reacting  to  directions  from  a school  aide 
In  reacting  to  a change  in  training  plan  or 
In  reacting  to  criticism  by  a teacher 
In  reacting  to  criticism  by  a fellow  trainee 


schedu I e 
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NEW  YORK  STATC 


DEPARimNT  OF  LABOR 


4_ 


LOCAL  INSURANCE  OFFICE  514 
training  Allowance  Unit 
1841  Broadway 
New  York,  N,  Y.  10023 


SS# 


Dear  Trainee* 


Course* 

Starting  Date* 


will  be 

Your  Training  Allowance  payments  are  being  delayed  pending  receipt  of  the 
item(s)  checked  below* 


Please  return  this  letter  and  the  requested  documents  in  the  enclosed 
postage-free  envelope* 


( ) Your  Birth  Certificate  or  other  proof  of  age* 

( .)  Birth  Certificate  of  your  * 

( ) Your  Social  Security  Card  or  your  Unemployment  Insurance  Book* 

( ) Copy  of  your  last  Income  Tax  Return. 

( ) Verification  of  employment. 

{ ) Other 

Very  truly  yours. 


Saul  Volin 
Manager 


BOAHD  OF  EDUCATION  OF  THE  COT  OF  MW  TOHK 
MAKPOm  DEVELOimEHT  TRAINING  PROGRAM 


THEME  t DoTelopliog  Skills  in  Handling  a «Job  Interyiaw* 

OBJECTIVE i To  oaiploro  fo©ling»  which  may'  develop  diizlng  a job  interview, 
and  to  help  the  trainee  learn  effective  behavior  during 
the  interview, 

SUGGEESTED  TIME  AND  HSKt  Two  weeks  before  cooipletioii  of  Specific  training, 
BOIE  PLaYING;  The  eoimielor  suggests  that  the  trainees  role  play  a Job 
interview.  The  role  play  will  demonstrate  how  both  interviewer  euiad 
the  appHc»it  behave, 

COUNSELOR'S  STATEMENT;  An  office  manager  or  foreiaan  has  only  one  Job  to 
fill.  He  has  three  applicants  for  the  Job.  Let's  find  out  which  one  he 
will  choose  and  why. 

The  counselor  selects  a Job  title  and  duties  frem  the  H.T.I*  Manual  and 
asks  for  volunteers  to  play  the  roles  of  the  employer  and  the  three  a|>« 
pUcants.  To  make  the  situation  realistic  each  applicant  will  be  supplied 
with  individual  instructions  as  t»o  how  he  should  behave, 

SEVEN  INSTRUCTIONS  FOR  APPLICANTS 

1,  Act  as  if  you  don't  care  - angry, 

2,  You  have  been  looking  for  two  months  and  you 
feel  you  have  to  get  this  Job.  (act  anxious,, 
worried) , 

3,  Be  yourself  » act  naturalji  behave  as  you  think 
you  will  in  a real  interview, 

4«  You  really  don't  want  this  Job  but  you^re  tired 
of  looking  • act  beaten  down,  defeated;  "I'll 
take  anything", 

5,  You  would  like  the  Job  but  you're  afraid  you 
won't  get  it.  Act  nervous;  no  self-oconfide^ace, 

6,  You  Just  finished  training  for  this  work  at 
Manpower,  but  you've  never  worked  before  « 

(Act  inexperienced;  as  though  you  don't  know 
what  you  have  to  do  in  an  interview,) 

7,  You  Just  want  a part-time  Job  so  that  you  can 
stay  in  the  Manpower  Program,  - (fry  to  get  a 
Job  for  only  three  hours  a day.) 
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Counsalor  distributes  three  iuetructioue  i»  separ&te  envelopes  to  ei;ch  of 
three  trainees  who  volunteer  to  apply  for  the  ^ob. 


•’Read  the  instructiene  aboi?t  how  you  are  to  act 


during  the  interview  but  don't  tell  anyone  idmt  your  instructions  are. 


While  the  trainees  are  reading  instructions,  the  counselor  should  inform 


the  train<£ie  who  will  be  the  employer  to  spend  three  minutes  on  the  three 
interviews  and  to  act  the  way  he  thinks  an  employer  would  act.  After  the 
itiitervlews  he  names  bis  eholee.  He  will  be  asked  to  give  hl«  reasons  for 


it  later* 

mnwaByjnwts  STATEMENT;  »As  you  watch  the  interviews,  think  about  which  one 
of  the  applicants  you  would  hire  if  you  were  the  employer?  VJhy? 


What  do  you  think  about  this  employer? 

What  was  he  Interested  in? 

Did  he  make  a wise  choice? 

Why  do  you  think  he  decided  not  to  take  the  other  two? 
EXFECTED  RESPOHSESit 

Applicant  #1  looked  bored  «■  ho  was  sitting  all  crumpled  up. 
Applicant  #2  looked  nervous  ->  ho  kept  lighting  up  cigarettes. 
Applicant  #3  didn't  seem  to  want  the  job  « he  was  just  wasting 
time. 

COUNSELOR;  "Let's  find  out  how  the  employer  made  his  decision". 

EXPECTED  RESPONSES  OF  EMPLOYER; 

X selected  applicant  because  he  acted  like  he 

really  wants  to  work. 

1 didn't  pick  Mm;  He  didn't  hay®  enough  energy  to  do  the  job. 
I got  the  feeding  that  he  would  cjult  the  job  after  he  got  his 
first  week's  pay. 

QUESTIONS; 


What  do  you  think  of  his  reasons? 

What  does  the  employer  look  for? 

What  does  the  employee  look  for? 

How  can  we  show  Interest  in  a job  during  an  Interview? 
How  can  w©  show  confidence  in  a job  durjl.ng  an  interview? 


K«Te  trainees  siamariase  what  they  have  learned  after  discussion  of  ways  to 
cofltmimxcate  interest,  confidence,  ax\d  ®3«perience  in  job  intei^views. 

IBABmoSt 


1.  The  way  wb  feel  about  the  job  » or  the  interview  is 
often  cceaEuaicated  to  the  interviewer 
Sometimes  when  a person  feels  worried,  he  tries  to 
cover  It  up  by  acting  disinterested  or  angry* 

The  employer  can  intei'^pret  your  worried  behavior 
as  disinterest  in  the  job. 

3.  The  attitude  of  the  appUcant  affects  the  attitude 
of  the  etaployer. 

4.  If  the  employer  feels  that  the  person  doesn*'t 
want  the  job,  ha  may  not  want  to  hire  him. 

5.  Even  though  a person  may  have  ail  the  quaii* 
fications  for  the  job,  he  may  not  get  it  because 
of  the  way  ho  acts  during  the  Interview. 
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Board  of  Education  of  the  City  of  New  York 
MANPOWER  DEVELOPMENT  TRAINING  PROGRAM 


theme?  Reaction  to  Agency  Policy 

V£ S } Learning  how  to  deal  with  anger  and  frustrations  resulting  from  agency 
policy!  improving  ski  1 1 s in  working  effectively  with  rejection 

P TIME g Pf e*“Vocatio nal  phase  (Group  should  have  experience  role-playing.) 

IMPLEMENTATION:  Counselor  wi 11  distribute  letters  from  the  Department  of  Welfare. 

Some  letters  wi 11  indicate  approval  of  requests  for  supplementary 
assistance  and  others  will  be  letters  disapproving  the  application. 
(See  attached  samples) 

COUNSELOR; 

"Pretend  each  of  you  has  applied  for  supplementary  assistance  from  the  Dept,  of 
Welfare  because  your  allowance  is  so  small  that  you  may  not  be  able  to  stay  in  the 
program.  I am  going  to  give  each  of  you  a letter  of  reply  from  the  Dept,  of  Welfare." 

(Allow  group  sufficient  time  to  read  and  understand  the  letters) 

1.  "What  do  you  think  about  your  letter?" 

2.  "How  does  the  letter  make  you  feel?" 

EXAMPLES  OF  ANTICIPATED  RESPONSES; 

1.  "Now  I knov-^  I am  getting  some  money  at  last." 

2.  "Only  $20.00  a month?  Cheapskate." 

3.  "What  do  you  mean  only  $20.00?  I am  not  getting  anything." 

4.  "How  come,  you  and  ngt  me?" 

5.  "Why  do  they  give  to  some  and  not  to  others?" 

6.  "It  ■ i sn*  t fai rl"  ' 

COUNSELOR; 

"It  seems  that  not  everyone  received  the  same  letter*  Some  people  are  going  to 
get  assistance  and  others  are  not." 

1.  "What  do  you  think  is  going  on?" 

2.  "What  happens  now?" 

3.  '.'Where  does  this  letter  leave  you?" 

EXAMPLES  OF  ANTICIPATED  RESPONSES; 

1.  "You  can't  fight  City  Haiti" 

2.  "Well,  I would  tont  to  know  why  I wasn't  accepted.  I would  like  to  find  out." 

3.  "I  would  go  down  to  see  the  caseworker  and  ask  him  what  it  is  all  about. 

Maybe  it  can  be  changed." 

4*  "Sometimes  caseworkers  are  prejudiced.  You  never  know." 

5.  "Maybe  there  are  some  papers  you  can  bring  to  prove  that  you  need  the  twney." 
COUNSELOR; 

"Some  of  you  are  saying  you  would  try  to  do  something  about  it  that  maybe 

more  information  is  needed  or  maybe  the  caseworker  is  prejudiced.  But  you  think  you 
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need  to  find  out  about  it  and  work  on  it.  While  others  are  saying  that  nothing  can 
be  done  about  it.  Why  do  you  suppose  some  people  are  thinking  of  something  to  do 
and  others  think  nothing  can  help?" 

EXAMPLES  OF  ANTICIPATED  RESPONSES; 

1.  "Cause  they  are  mad.  When  you  get  very  anger  you  can't  think." 

2.  "You  just  want  to  do  something  to  someone,  get  back  at  someone." 


SUMMARY: 

Counselor  assists  group  to  develop  the  following  ideas* 

. Sealing  with  large  agencies  can  often  be  frustrating 

• Sometimes  when  we  are  very  angry  we  can't  think  where  to  turn  and  what  to  do 

• We  have  a right  to  be  angry  but  we  also  need  to  figure  out  where  to  go  from 
there 

• Hating  doesn't  help  us 

« We  have  to  decide  vjhat  to  do  and  where  to  get  help 
F0LL0W>UP: 

1.  Trainees  who  need  additional  help  in  working  with  the  Department  of  Welfare 
should  be  referred  to  the  Social  Worker. 

2.  If  many  trainees  are  having  difficulty  living  on  their  allowances,  additional 
information  about  supplementary  assistance,  qualifications,  etc.  should  be 
presented  to  the  group. 


DEPARTMENT  OF  WELFARE 
330  Jay  Street 
Brooklyn,  N.  V. 


Letter 


DATE: 


Unit  032 

Department  of  Welfare 
Brooklyn  Center 


Case  fflSh02(> 
NAME 


Dear  Sir/Madam: 

This  is  to  inform  you  that  your  application  for  supplementary 

assistance  has  been  accepted.  You  will  receive  a semi-monthly  check 
of  $10.00. 


Hj/hf 


Harry  Jones 
Caseworker 


- 34  - 


DEPARTMENT  OF  WELFARE 


330  day  Street 
Brooklyn,  N,  Y, 

Letter  #2 

DATE: 

Unit  082 

Department  of  V/etfare 
Brooklyn  Center 

4 

Dear  Sir/Madam: 

Case  #754026 
NAME 

This  IS  to  Inform  you  that  your  application  for  supplementary 
assistance  has  been  denied. 

Harry  Jones 
Caseworker 

HJ/hf 
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Board  of  Education  of  the  City  of  New  York 
MANPOWER  DEVELOPMENT  TRAINING  PROGRAM 


THEMES;  Reaction  to  Agency  Procedures 

Developing  Skills  in  the  Use  of  Resources 

^ To  confront  the  newly  enrolled  trainee  with  a real  problem  he  faces  * 
curing  his  training  and  to  help  him  begin  planning. 

SUGGESTED  TIME;  Beginning  of  Broad  Area  Cycle 

IMPLEMENTATION: 

Counselor  distributes  letter  describing  allowance  procedures  to  all  newly 
enrolled  trainees  in  the  group,  (see  attached  letter) 

C0UNSEL0R>$  gUE S TICKS ; 

1.  Is  this  something  you  knew  about? 

2,  What  questions  do  you  have  about  this? 

3*  How  does  this  affect  you? 

A.  What  do  you  think  about  the  situation? 

5.  What  plans  do  you  need  to  make? 

EXAMPLES  OF  ANTICIPATED  RESPONSES; 

“I  can  hardly  manage  on  this  allowance  even  if  it  weren't  latel" 

“Why  can't  they  hire  more  clerical  workers?" 

“I  guess  I'll  try  to  put  away  a little  bit  every  week." 

"I'll  try  to  look  for  a part-time  job." 

"I'd  better  let  my  wife  know  about  this." 

COUNSELOR: 


Counselor  encourages  group  members  to  express  their  anger  and  to  state  all 
the  problems  they  anticipate  as  a result  of  these  procedures.  (Silent  members 
who  may  be  unable  to  express  or  work  on  these  problems  in  a group  should  be  scheduled 
for  individual  counseling  later)  After  the  group  states  most  problems,  the  counselor 
guides  the  discussion  to  a consideration  of  what  choices  trainees  have  in  dealing 
with  such  a situation.  Experienced  members  of  the  group  should  be  asked  to  help 
others  by  reporting  how  they  handle  their  money  problems.  The  services  of  the 
social  worker  and  the  Department  of  Welfare  should  be  explained.  The  delays  occasioned 
by  absences,  incomplete  addresses  (apartment,  floor),  missing  name  from  mail  box,  use 
of  wrong  social  security  number,  etc.  should  be  included  in  the  discussion. 


FOLLOW-UP: 


1.  Necessity  for  regular  attendance  and  recording  all  checks  received 

2.  Budgeting  ideas  contributed  by  group  members 

3.  Family  spending  plans 

A,  Handling  frustrations  and  anger 

5.  Scheduling  Individual  conferences  to  help  trainees  who  need  it 
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NEW  YORK  STATE  EMPLOYMENT  SERVICE 
MANPOWER  ALLOWANCE  UNIT 
184]  Broadway,  N^w  York,  N.  Y, 


DATE? 


Dear  New  Trainee? 

Your  request  for  allowance  has  been  granted.  However,  there  will  be 
a two  to  three  week  waiting  period  before  you  will  begin  to  receive  your 
checks  regularly.  You  will  be  in  Broad  Area  training  for  II  to  16  weeks. 

At  the  end  of  this  period,  you  will  be  transferred  to  a specific  area  of 
training  according  to  your  vocational  choice.  During  this  transfer  period, 
there  wil,  be  another  delay  of  two  to  three  weeks  before  you  will  receive 
your  allowance  checks  again  on  a regular  weekly  schedule. 

Due  to  the  large  number  of  trainees  requesting  allowances,  there  is  a 

Idt  of  clerical  work  involved  in  processing  the  necessary  papers.  There  will 

be  occasional  delays  in  processing  your  952  forms  when  there  are  holidays  or 
Staff  problems  in  our  office. 

We  would  appreciate  your  cooperation  and  patience  in  these  matters. 


MM/hf 


Sincerely  yours 


}// 


'f  A . /'Y 

Mr.  Mann,  Supervisor 
Manpower  Allowance  Unit 


Board  of  Education  of  The  City  of  New  York 


THEME; 

OBJECTIVES^ 

SUGQESTED  TIRE 

IMPLEMENTATION 

METHOD; 

SCENE; 

Alt 

BILL; 

AL* 

BILL: 

LEN: 


fiAN  POWER 


DEVELOPMENT 


TRAINING  -PROGRAM 


Decision  Making  - Evaluating  a job  In  relation  to 
one's  values,  abilities,  etc. 

Determining  reasonable  job  expectations  within  limits  of 
values,  abilities,  interests,  scope  of  training  and  re- 
quirements of  jobs. 

AND  USE; 


Beginning  group  (spe^tific  phase)  - to  stimulate  planning* 


Tape-Recording  from  a script* 


Listening  to  the  tape  and  then  listing  in  order  of 
importance  the  job  requirements  of  each  trainee  after 
riscussion. 


Job  Information  Bulletin  Board  outside  Guidance  Office 
of  Manpower  Center.  Waiting  for  interviews  with 
Employirwnt  Service  Placement  Counselor,  are  a group  of 
trainees  for  Maintenance  Mwn  vha  wilt  now  be  leaving 
training  after  30  weeks. 

Man,  when  you  see  all  them  jobs  on  the  Board,  its  hard  to 
figure  out  which  is  the  right  one. 

I wish  I could  figure  out  which  would  be  the  one  that’s 
really  right  for  me  but  there’s  too  many. 

I know  this  one  here  ain’t  the  one  - Department  of 
Sanitation  » you  know  what  that  is  Garbage  Man 

How  come  you  have  to  take  a test  for  it?  Anybody  can 
dump  garbage  cans  into  a truck. 

It  looks  like  I could  pass  the  tost  from  what  it  says 
here  - but  who  wants  to  - but  $t04.  a week  to  start i 

Here's  the  one  for  me,  ‘‘Assistant  to  Managqr-Maintenance 
Company  Real  Opportunity  for  Advancement”  There’s  where 
the  action  is. 
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BILL* 


LENs 


BIUi 

lENs 

AL: 

LENS 

Alt 

LEN: 


Give  me  the  money.  You  can  have  the  "opportum*  ty.*' 

I know  one  garbage  man*  He‘s  retired  now  and  gets 
half-pay  and  he's  41  years  old. 

Maybe  t wouldn't  mind  being  called  Garbage  Man  if  I 
could  retire  early  and  start  my  own  company.  But 
man  I might  be  old  and  tired  by  then  too*. 

Yeah  Man.  But  maybe  you'd  want  to  keep  taking  tests 
to  advance  yourself  and  you  wouldn't  want  to  retire. 

With  my  family  - I got  4 kids  - maybe  this  "Housing 
Authority  Maintenance  Man"  is  just  "Mr.  Right." 

But  look  at  that  salary. 

But  look  at  that  apartment  man. 

I wish  they'd  give  us  more  chances  to  figure  out 
what's  the  best  deal  around  here. 

Yeah.  0h,»  here's  the  Placement  Man>  man* 

^ -k  ie  it  -it  it  if  -k  it  -it  •t*  it 


fMSJALE  gUESnONS  PUT  BY  COUNSELOR  TO  STIMULATE  RESPONSES! 

How  do  you  feel  new  that  you  have  heard  a group  of  trainees  who 
are  about  6 to  8 weeks  "ahead  of  you?" 

Do  you  feel  that  they  are  ready  for  an  important  choice?  Why? 
Why  not? 

Is  there  anything  m can  do  here  now  so  that  our  choices  might 
be  clearer  and  in  that  way  easier? 

EXAMPLES  OF  EXPECTED  RESPONSES; 

How  come  those  guys  haven’t  had  a chance  to  figure  out  the 
right  job? 

Even  if  they  had  the  chance,  how  can  you  be  sure  which  Is 
right? 

V#»at  is  the  one  thing  I should  look  for  in  a job? 

Who  can  help  me  pick  out  the  right  one  and  then  do  scsnething 
about  it?  — — ” 

I MMamiMiiiijiiiM  «wtM» 

FOLLOW-UPt 


Distribution  of  Job  Information  - e*g.  Test  Announcements  and 
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end  Requirements*  etc.  Trainees  make  a comparison  of  these 
evaluations  given  by  Shop  and  Basic  Education  instructors  and 
their  own  estimates.  These  could  then  be  used  in  group  or 
individual  counseling  to  prepare  for  the  decision  to  b®  made 
6 weeks  hence. 


CHECKLIST  OF  HOST  IMPORTANT  THINGS  XH  A JOB  FOR  HE 
Put  (1)  next  to  the  Host  Important*  (2)  next  to  Next  Host  Important*  etc* 


^sikills  required 

^security  ("lay-off  proof",  retirement,  etc.) 

jfnoney  (starting  salary,  top  salary.  Chance  for  Advancewerit) 

J^restige 

^Independence  -(being  your  "Own  Boss”  aftar  a 
jOwning  the  Business 

JUsing  job  as  stepping-stone  (Using  it  to  maintain  self 
"while  preparing  for  something  else) 

Job  conditions  (hours,  vacations,  sick  leave,  fringe  benefits, 
"physical  demands,  temperature,  humidty,  rsoise-vibration, 
hditards,  fumed-odors,  etc.) 
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BOARD  OF  EDUCATION  OF  THE  CITY  OP  NEW  YORK 
MANPOWER  DEOTOPMMT  TIUINXNG  PROGRAM 


Learning  to  Adapt  to  Change. 

OBJECTIVES  To  easplore  reactiona  and  behavior  during  change  situationa. 

To  relate  this  to  change  of  shifts  or  departments  in  the 
;Job  situation.  To  develop  a coping  point  of  view  in  deal- 
ing with  oisange. 

TIMES  Middle  or  end  of  Cycle  - One  Week. 

I^THOjD  AND  IJ01EMENTATION  s Each  trainee  in  the  group  receives  a circular 

announcing  a change  in  Manpower  Centers  and  instructions  for  traveling 

to  the  new  center.  (See  attached  circulars.)  The  counselor  can  e^tplore 

feelings  and  anxieties  relating  to  change. 

ME^ODs  Counselor  hands  out  circular  to  each  trainee. 

CQIMSTOR  STATSat^ s I»v«  got  Some  instructions  for  you.  Just  pass  it 

aroxind  to  each  one. 

Allow  trainees  to  react  to  notice  of  change. 

(approx.  3 minutes). 

COUNSELOR  STATEMENT:  Any  questions? 

EXPECTED  RESPONSES: 

Anxiotis  - This  is  awful.  I don*t  know  how  to  get  there* 

Why  do  we  have  to  move?  I like  it  here, 

Vftjy  do  they  have  to  fix  the  building  >Mle  I*m  here? 

Negative-  Forget  it ! 

They  can  just  forget  about  me  - I'm  not  going  I 

Counselor  and  group  explore  anxieties. 

COlggSEIOR  STATEMENT  t What*s  wrong,  you  seem  to  b©  annoyed? 

E1I{1*ECTE^ t I don't  like  to  move  - I'm  comfortable  here. 

How  do  you  know  who  they've  got  over  there. 

I didn’t  plan  on  going  to  another  place. 

CQimsmm  SM  If  things  change  rather  suddenly,  we 

tend  to  be  upset  about  it.  I wonder  why? 


\ 


EiCPECTISD  ESSPC^SES:  Tou  Icmw  'whex^  you  are  rww.  You  don*  t know  what 

thiiigB  ar®  lik®  >dier®  you  are  going*  You  got 
to  a placo  - you  know  overyhocly*  You  luiw  to  woary 
about  starting  all  ov«r  again* 

COUtaSEmR  SMa«gs  >m«n  w«  %&m  to  change  a place  of  woi‘k  - start  a now 
,iob,  wo  begin  to  think  about  all  the  pirobleaie  we  saay  have  to  encounter  - 
all.  the  unknowns*  (Meeting  new  people  «*  how  will  they  likei  u©  - how  will 
wo  like  them.  FljKiing  the  comfortable  places  tOi#opk^  and  eat,  etc.) 

This  is  perfectly  natural  - human  beings  do  not  like  to  change  « particularly 
idien  they  have  adapted  to  the  present  place.  Can  you  think  of  a work 
situation  where  you  might  suddenly  have  to  change. 

EmcTED  wmsm 

1.  A nurse  idio  lias  to  move  to  another  ward  after  she  has 
adapted  to  her  present  one. 

2.  An  office  worker  who  has  to  move  to  another  unit. 

3.  A machine  operator  who  has  to  transfer  to  another  plant.  . 

4.  An  elevator  operator  who  is  laid  off  because  of  autwaation. 

COtJMSELOR  STATEMTs  la  other  words,  there  are  some  situations  where  wo 

saay  have  to  ch^e  - not  otEb  of  choice.  How  do  wo 
deal  idth  It? 


EXPECTED  RESPQMS]^^ 

1.  I«d  be  miserable  - but  X*d  go. 

2.  I want  the  job  - X have  no  choice  « I*d  go. 

3*  It*i  more  i^rtant  that  I work  at  this  job  - 1*11  stay 
with  it* 

CODNSBlORt 

1.  Encourage  group  to  thiak  about  what  is  important  to  consider 
about  many  different  situations  involving  change  and  to 
suggest  wa^  of  controlling  feelings  (panic,  fear,  anger) 

so  that  w®  do  not  act  on  these  feelings. 

2.  Have  group  members  suasaarisje  what  they’  have  learned  about 
change. 

a.  B&>st  of  us  get  upeet  when  we  have  to  face  change  « 
particularly  ^en  we  haven*t  made  the  choice. 

b.  One  reason  we  get  u^et  is  that  we  fear  failure. 

We  have  to  reaccess  our  own  abilities  to  see  if  we 
can  be  effective  on  the  new  job. 
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c.  Wa  fear  the  unknoi'n:!  or  the  action  it  takes  to  adjust 
to  a nw  situation  once  we  are  comfortablo  in  the  pre- 
sent one. 

d.  Once  we  know  why  we're  upset,  we  can  better  accept  the 
new  situation. 

e.  The  fact  that  wo  want  the  job  or  training  helps  us  to 
accept  the  change. 

FOLLOW-UP  DISCUSSIONS; 

1.  The  role  of  choice  in  a change  situation* 

2.  The  consMeration  of  needs  in  a change  situation. 

3.  The  rol^elf-confidence  in  a change  situation. 
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BOARD  OP  EDUCATION  OF  THE  CITY  OF  NEW  YORK 
MANPOWER  DEVELOPMENT  TRAINING  PROGRAM 


CIRCULAR 


Jul^  18,  1967 

TO:  ALL  STAFF  MEMBERS. 

FROM:  MR,  MANN,  TEACHER  IN  CHARGE. 

RE:  CDDSING  OF  BUILDING 

The  entire  building  will  bo  closed  for  repairs  aa  of  tomorrow. 
Report  to: 

Williamsburg  Adult  Training  Center 
34  Arion  Place 
Brooklyn,  New  York 

See  attached  circular  for  traveling  irustructions. 


Mr.  Mann 

Teacher  in  Charge 

MM:  ash 
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Williamebtire^i  Adult  ^aialag 
35  Arion  Place 
Brooklyn,  N.Y#  11206 

TimTOLING  IWSTIlUCTlONSr 

. BNtr  Broadway^DrookJyti  Line,  r^lSyrtlfl  Avenue  Station 

or 

tfyrtle  Avenue  El,  Proadway  Station 

Eastern  Parkway/Broadway  Junction  Station  on  IMD  Line 
Is  a change-over  point  to  the  ’IIT 

‘9'*  • • 

New  York  City  Adult  Training  Center 
45  Itlvington  Street 
New  York,M.Y. 

m/^.W-LINCx  INSTRUCTIONS: 

Any  bus  to  Brooklyn  Bridge;  transfer  to  bus  over  bridge: 
Get  off  at  last  stop. 

IND  - "D"  Train,  Second  Avenue  Station 

Brtr  - Broadway-Brooklyn  Line,  Get  off  at  Bowery  Station 

IKT  « lAxlngton  Avenue  Local,  Spring  Street  Station 


rttd«%nhattan  Adult  Training  Center 
212  V/est  120th  Street 
New  York,N.Y.  10029 

TRAVELING  INSTRUCTIONS: 

IND  « Train,  125th  Street  Station  (Thi.s  stop  is  closer 

to  the  school.) 

IRT  *>  Hroadway~7th  Avenue  line,  125th  Street  (&  LemBC  Avenue) 

Station 

Harlem  Adtilt  Training  Center 
132  West  155th  Street 
New  York,  N.Y.  10027 

TRAVELING  INSTRUCTIONS: 

IND  *•  '’D"  Train,  125th  Street  Station  (This  stop  is  closer 

to  the  school.) 

lUT  *•  Broadway  «•  7th  Avenue  line  125th  Street  (&Leno3C  Avenue 

Station 

Jamaica  Adtilt  Training  Center 
150-14  Jamaica  Avenue 
Jamaica,  New  York 

TRAVELING  INSTRUCTIONS: 

IND  -"E"  or  "P'*  Train,  Parsons  Plvd,  Station  or  Sutphin  Blvd. 

.1,5  . Station. 
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Board  of  Education  of  the  City  of  New  York 
KANmER  QEVEtOPMENT  TRAZNZNG  PROGRAM 


THEME t Eeirnlng  to  Adjust  to  Change 

OBJECTIVE 8 To  assist  the  Individual  to  learn  to  adapt  to  new  situations  Involving 
superiors  and  peers;  to  confront  the  group  with  problem  situations 
which  win  develop  their  capacities  to  deal  with  change  successfully* 

SUGGESTED  TIME  AND  USEt  Middle  and  ending  groups*  This  material  may  be  used  with 

groups  which  have  developed  some  cohesiveness  and  some 
skill  In  problem-solving. 

IHPLEHENTATUNt 

Method  I - In  the  use  of  the  first  imYthod*  the  counselor  will  cite  a case  study  to 
evoke  the  Inner  feelings  of  group  members  concerning  their  self-worth* 

John  has  been  working  for  the  same  company  for  two  years*  He  enjoys  his  work;  tikes 
the  people  on  the  job  and  is  receiving  a reasonable  salary.  John  has  been  employed 
In  the  capacity  of  an  office  worker  performing  such  duties  as  filing*  answering 
Incoming  telephone  calls*  and  typing  correspondence*  One  morning  John  is  called 
Into  the  office  by  his  supervisor.  John  was  given  the  following  directions 
“Boy*  Z want  you  to  finish  the  filing  Z gave  you  yesterday.  Z have 
some  new  work  Z want  to  give  you*“ 

The  counselor  will  lead  a discussion  Involving  trainee  reactions. 

SUGGESTED  QUESTZPNSs 

1.  What < s gpiiig  on  Herat 

Zt  How  is  a men  Is  called  “Boy“7 

3*  What  will  happen  now? 

4»  Could  you  see  this  as  at.tually  happening  to  you? 

ANTZeZRATEP  RESPONSES i 

1 • Z would  quiti 
2*  Anger  at  the  supervisor 
3*  Acceptance  of  the  situation 
4.  Feeling  depressed*  Inadequate 

FOLLOW-UFt 

!•  How  do  you  decide  what  to  do  In  a new  situation?  (first  reaction  vs.  thoughtful 
reaction) 

2.  Exposure  of  alternative  ways  of  handling  this  situation 

3.  How  do  we  understand  the  supervisor's  behavior? 

4.  Making  plans*  decisions  whi 1e  uncomfortable 


Method  n - Bill  began  a new  job  in  an  Insurance  firm.  He  would  be  working  d1re< 
under  the  supervision  of  the  office  manager.  The  first  day  Bill  arrives  at  work 
and  finds  himself  In  the  center  of  the  office  where  everyone  is  involved  In  his 
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supervisor  approaches  him  and  asks 

in  the  course  or  the  day,  Sill  notices  that  the  other  employees  look  at  him 
but  have  not  approached  him  to  engage  In  conversation.  * 

SUGaESTED  QUESTIONS* 

1.  How  would  Bill  feel?  Why? 

2.  What  will  Bill  probably  do? 

3*  What  happens  to  a newcomer? 

Is  there  any  way  to  change  such  a situation? 

Responses  stay  follow  the  feelings  of* 

U 

2. 

3. 

4. 

5. 


I would  leave 

Anger  at  the  people  involved 
Questioning  the  realness  of  the  situation 

Consideration  of  feelings  of  asserting  oneself  in  a new  sitaation 
^ople***^**^^”  «bility  of  each  to  socialize  and  to  deal  with  "unfriendly 


F0(,L0W»UP» 
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co-wSkers?'”*Whyr^  wo**«<ing  with  individuals  in  a superior  position?  With 
2.  Why  do  people  form  groups  or  cliques  at  work? 

3»  Could  you  see  any  alternative  ways  of  coping  with  Billfs  situation? 

'*■ " consid,.r.tioh 
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Board  of  Education  of  the  City  of  New  York 
MANPOWER  DEVELOPMENT  TRAINING  PROGRAM 

theme ; Developing  Tolerance  for  the  Demands  of  Work  and  of  Organizations 

OBJECTIVE:  To  prepare  trainees  to  deal  with  one  kind  of  personnel  policy  relating  to 

the  hiring  of  minority  group  members 

SUGGESTED  TIME  AND  USE:  Tov/ard  the  end  of  Specific  training.  This  material  can  be 

used  in  a group  which  has  already  dealt  with  prejudice. 

IMPLEMENTATION:  Present  the  "behind-the-scenes"  meeting  of  a Personnal  Manager  and 

Department  Unit  Head  in  a large  company.  The  dialogue  is  read  to  the  group  or  tape 
recorded. 

Mr.  Smith,  I advertised  for  that  stenographer  you  requested  for  your  Department 
Unit  and  I have  two  top  candidates  you  can  interview  today. 

* S. 8 I hope  that  they  are  both  Negro  because,  as  you  know,  company  policy  is  aimed 

toward  getting  more  integrated  departments  and  it  has  come  to  my  attention  that 
my  department  is  lacking  in  this. 

s Both  candidates  are  qualified  but  one  is  white,  while  the  other  is  Negro.  The 
white  girl's  steno  and  typing  speed  are  somewhat  better,  while  the  Negro  girl 
seems  to  have  a more  engaging  personality. 

Hr . S . ; I'll  take  the  Negro  girl*  No  interview  necessary. 

(individuals  not  members  of  the  minority  group  might  have  emphasized  to  them  that  the 
opposite  situation  in  a company  is  entirely  possible.) 

SUTiGE STEP  dUESTIONS; 

"n  What  do  you  thTnk  about  what  happened? 

2.  Are  perse  inel  policies  "fair''? 

3.  Can  you  see  yourself  in  this  situation? 

4.  What  do  you  think  will  happen  now? 

E XAMPLES  of  ANTICIPATED  RESPONSES; 

1.  " There^s  nothing  fair  ¥bbut  thi  s. 

2.  She  was  not  accepted  entirely  on  her  merit.  She  (Negro)  is  getting  better  treatment 
since  the  company  policy  is  aimed  at  helping  Negroes. 

3.  Her  co-workers  might  feel  that  she  is  getting  special  consideration  and  give  her  a 
hard  time.  Also,  she  might  be  the  first  minority  group  member  there.  In  addition, 
she  might  have  to  prove  herself. 

4.  She  probably  will  get  along  ("She  has  an  engaging  personality"). 

5.  I think  the  white  girl  is  being  treated  unfairly, 

6.  This  is  a good  policy  because^ 

FOLLOW-UP: 

How  can  you  learn  or  i'test"  the  policy  or  reputation  of  a company  in  relation  to 
minorities?  In  relation  to  whites? 

2.  How.  does  policy  affect  the  worker?  (working  conditions,  promotions,  €tc.) 

3.  What  choices  do  you  have  and  how  do  you  decide  what  is  the  best  p-lan  to  follow? 

4.  Schedule  individual  conferences  for  trainees  who  need  to  change  attitudes  and  cannot 

deal  with  the  subject  of  race  in  a group. 


Board  of  Education  of  the  City  of  New  York 
MANPOWER  DEVELOPMENT  TRAINING  PROGRAM 


THEME:  Developing  tolerance  for  the  demands  of  the  pbce  of  employment  and  the  job 

OBJECTIVE t To  help  trainees  learn  how  to  cope  with  authority  figures  at  work  and 
to  explore  alternatives  In  dealing  with  threatening  authority  figures* 

SUGGESTED  TIME:  Middle  or  Ending  groups  (Nursing  - L.P.N.) 

IMPLEMEN TATION : The  group  session  can  be  developed  through  two  methods: 

(1)  Anecdote  - followed  by  (2)  ro1e«>p1uyjng 

The  counselor  reads  the  vignette  to  identify  trainee  attitudes  about  authority 
figures.  ' 

C0UNSEL0R«S  STATEMENT: 

'’I*m  going  to  tell  you  about  a nurse  trainee  who  was  quite  upset  by  what  happened 

to  her  on  the  job.  As  you’re  11  stoning  to  it,  see  if  you  can  figure  out  what  went 

wrong." 

ANECDOTE 

Trainee  I:  "There  was  excitement  at  the  hospital  this  week.*^ 

Trainee  2:  "What  happened?^’ 

Trainee  1:  "Well,  there  I was  getting  the  nipple  to  feed  the  baby  I was  supposed  to 

tAK6  of  whon  this  nurso  supervisor  coimes  up  to  me  out  of  nowhere 
and  says,  'what  are  you  taking  that  nipple  for?'  She  actually  tried 
to  pull  it  right  out  of  my  handi  She  said,  'I'm  the  supervisor  here'. 
Who  was  she  anyway?  She  wasn't  even  on  that  section  before.  I knew 
what  I was  doing.  I read  the  doctor's  orders  on  the  chartl  But  she 
wouldn't  stop.  I told  her  I wasn't  going  to  talk  to  her  - she  could 
go  see  my  instructor • I tried  to  walk  away  from  her  and  she  grabbed 
me  by  the  arm.  I don't  allow  anyone  to  touch  me  that  wayl 

Well,  ehe  went  and  complained  about  me  to  my  instructor.  If  I didn't 
have  my  hands  full,  I would  have  hit  her." 

COUNSELOR'S  QMESTIOM: 

1.  What  do  you  think  about  what  happened? 

EXAMPLES  OF  ANTICIPATED  RESPONSES: 

Anar^:  I would  have  done  the  same  thing.  I don't  like  people  pushing  me 

around. 

Passive:  I lioMldn't  have  answered  at  all,  X would  have  tried  to  get  away. 

COUNSELOR'S  QUESTIONS: 

1.  What  do  you  think  the  supervisor  was  trying  to  do?  Why? 

2.  Can  you  figure  out  why  she  grabbed  the  trainee's  arm? 

3*  What  do  you  think  is  the  reason  this  happened? 
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COUNSELOR;  ''  Let's  role  play  to 


see  why  each  one  felt  and  behaved  the  way  he  did," 

for  volunteers  to  play  the  supervisor  and  trainee, 
has  been  enacted,  the  players  reverse  roles. 


The  counselor  asks  for 
After  the  conflict  has 


COUNSELOR'S  QUESTIONSi 

1,  How  did  you  feel  when  you  were  the  supervisor?  How  did  the  trainee  make 
you  feel  when  she  tried  to  walk  away? 

2*  When  you  were  the  trainee,  how  did  you  feel  towards  the  supervisor?  What 
did  you  think  she  was  trying  to  do? 

3*  How  could  you  handle  this  differently? 

(Counselor  will  select  some  trainees  who  suggest  other  approaches  to  illustrate 
their  ideas  by  role-playing) 

Counselor  asks  group  to  evaluate  second  role-playing  session, 

COUNSELOR'S  gUESTlONSt 

1,  Will  this  way  work  better?  How? 

2,  Did  the  supervisor  become  angry  in  this  session?  Why  not?  or  Why? 

3*  What  did  the  trainee  do  in  this  situation  which  stopped  the  conflict? 


Sometimes  we  have  to  understand  how  people  feel  about  their  jobs.  Sometimes 
a supervisor  does  things  to  prove  to  himself  that  he  is  performing  his  job*  The 
worker  may  have  to  go  along  with  the  game  so  that  conflict  does  not  result.  So, 
if  the  supervisor  is  saying,  "let  me  show  you  that  I am  in  charge  here'*,  we  have 
to  learn  to  acknowledge  this.  Even  a supervisor  can  feel  unsure  of  his  position. 


SUMMARY 


FOLLOW-UPi 


1,  Role  of  L.P.N,  trainee  vs  role  of  supervisor  in  hospital 

2,  Specific  problems  encountered  by  trainees  in  the  hospital 


Board  of  Education  of  the  City  of  fiJew  York 
MANPOWER  DEVELOPMENT  TRAININS  PROGRAM 


THEME}  Developing  Trust 

OBJECTIVE St  To  have  each  trainee  become  aware  of  positive  trusting  relationships 
and  to  recognize  the  need  to  relate  positively  to  someone  on  the  job* 

SUGGESTED  TIME}  Pre- vocational  or  Specific  phase 

• IMPLEMEWTATION} 

The  counselor  will  use  a word  game  to  help  trainees  recognize  trusting  relation 
ships  already  existing  in  their  lives,  A ‘'buzz  session"  will  be  used  to  give  each 
trainee  an  opportunity  to  consider  how  and  why  he  developed  a feeling  of  trust  with 
certain  people  In  his  life. 

COUNSELOR'S  STATEMENT} 

"We* re  going  to  start  with  an  activity  today.  I‘m  going  to  give  each  one  of 
you  a list  with  some  names  on  it.  Circle  the  name  of  a person  you  would  go  to  If 
you  had  a problem  and  needed  to  talk  it  over.  Think  of  the  real  people  in  your 
life.  ' 


Mother 

Teacher 

Boss 

Girlfriend 

Boyfriend 


Husband 
Wife 
Landlord 
Counselor 
Nei ghbor 


Aunt 

Uncle 

Pel low^worker 

Cousin 

father 


Sister 

Religious  Advisor 

Brother 

Grandmother 

Grandfather 

Some  Other  Person 


Give  the  group  sufficient  time  to  think  about  the  relationshi ps  suggested. 
Counselor  then  asks  group  to  iridicateCby  » show  of  hands)their  choices.  Counselor 
can  list  those  persons  most  frequently  selected  by  counting  each  choice. 


"Most  people  selected  their  mothers  and  fathers  (or  whatever  group  proved  the 
highest  frequency).  I wonder  why? 


examples  Of  ANTICIPATED  RESPONSES* 


1.  Well  those  are  the  only  people  anyone  can  trust. 

2.  You  fmist  be  kidding,  I»m  not  going  to  tell  anything  to  my  landlord, 

3.  I've  always  been  able  to  talk  to  my  aunt.  She's 

4.  I couldn't  pick  anybody  on  that  list. 

COUNSELOR' S STATEMENT* 


"I  wonder  what  there  is  about  these  people  you've  chosen  that  make  ft  possible 
for  you  to  trust  them?  Let's  break  up  into  small  "buzz"  groups  and  try  to  find 
some  answers." 


Counselor  can  organize  groups  in  any  of  several  ways.  It  is  important  that 
trainees  who  chose  no  one, or  only  one  person^  be  placed  in  groups  in  which  there  are 
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trainees  who  chose  many  persons. 


In  a group  of  12-15  members,  “buzz"  groups  will  probably  have  ^4-5  members* 
Counselor  directs  each  group  to  arrange  chairs  in  small  circles  at  different  corners 
of  the  room.  "Buzz"  groups  talk  for  at  least  10  minutes.  Counselor  walks  around, 
observes  the  groups,  and  restates  the  task  for  any  group  not  working. 

After  10  minutes,  all  groups  return  to  the  large  circle.  Counselor  suggests 
athat  one  person  from  each  group  tell  us  some  of  his  group's  ideas  about  how  and 
why  you  decide  to  trust  someone.  After  a volunteer  concludes  his  comments,  the 
counselor  asks  if  anyone  in  that  group  wants  to  add  something. 

Each  group  will  begin  to  notice  similarities  in  trussing  relationships  and 
comment  about  them. 

EXAMPLES  OF  ANTICIPATED  RESPONSESt 

1.  People  you  can  talk  to  about  anything  are  people  you  can  trust. 

2.  I never  realized  how  often  I visited  my  cousin  just  to  talk  things  over. 

3»  Most  of  us  felt  we  had  one  person  we  could  go  to  v<#hen  we  needed  help. 

COUNSELOR'S  STATEHENTi 

"So  there  are  people  you  can  trust.  Oo  you  think  you  could  find  someone  you 
could  trust  on  the  job  as  well?  Someone  you  could  go  to  if  you  had  a problem  on 
the  job?" 

EXAMPLES  OF  ANTICIPATED  RESPONSES? 

Angry j 2 doubt  it.  Everyone's  out  for  himself. 

Passive:  I'd  never  go  to  anyone.  I'd  keep  everything  to  myself. 

Realistic*  I'd  look  around  and  see  if  there  wasn't  at  least  one  person. 

SUMMARY  (Counselor  encourages  a member  to  summarize.  Other  members  and/or  Counselor 
add  any  important  ideas  omitted) 

We  all  seem  to  need  someone  we  can  talk  to,  rely  on*  They  are  the  people 
we  trust.  Trusting  someone  makes  the  whole  scene  a little  less  unfriendly^  you 
don't  have  to  feel  atone.  Sometimes  when  we  do  trust  people,  we're  able  to  work 
on  some  of  the  problems  that  get  in  our  way.  Even  on  the  job,  we  can  look  for 
someone  to  trust.  Job  situations  have  problems  too  « sometimes  we  have  to  work 
them  out  with  people  on  the  job.  You  don't  want  to  talk  about  every  job  problem 
with  your  family, 

F0LL0W>UPit 

. Rote-playing  Session  — trainee  has  problem  with  job.  He  has  to  ask 
someone  for  help.  What  did  he  do?  What  happened? 
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Developing  Skills  in  the  Use  of  Resources 
OBJECTI^  To  help  trainees  develop  a plan  for  employment  searching 
suggested  time  and  USEi  Near  the  end  of  a Specific  cycle 

lijfLEMEI^^  The  counselor  should  read  the  following  dialogue  to  the  group 

after  saying,  “Pretty  soon  you  will  all  be  looking  for  a job 
in  the  field  you  have  been  training  in.  I'd  like  to  read  to 
you  a short  discussion  two  trainees  were  havingi  not  too  long  ago 

Robms  You  know  James,  we  only  have  another  two  weeks  left  in  the  program. 

We  better  start  thinking  about  s job,  ^ ^ 

Jam«j  The  Employment  Service  is  supposed  to  find  us  a job. 

Ro^ti  Are  they?  I thought  they  were  going  to  help  us  find  a job. 

Jani^:  Come  to  think  of  it,  maybe  you're  right?  What  are  your  plans? 

^ w®*  thinking  about  going  around  in  my  neighborhood  to  see  what  was 

available. 

Jam^*  That's  a lot  of  leg  work;  there  must  be  an  easier  way. 

Robert*  l‘ve  always  gotten  my  jobs  that  way. 


James; 


Hiybe  so.  but  what  kind  of  job  did  you  find?  , I'll  bet  they  weren't  such 
great  jobs.  I have  a akill  now  and  I want  a'goo/'job. 


SUGGESTED  QUESTIONS g 


1. 

2. 


What's  going  on  with  Robert  and  James? 

^at  do  you  think  about  depending  on  others  to  find  your  job?  Employment 
Servicejl  neighborhood;  friends?  (include  free  agencies) 


ANTICIPATED  RESPONSES* 

1*  *'I  was  promised  a job.^ 

2.  “The  Employment  Service  to  get  me  a fob" 

3*  “I  don't  know  what  4io  do.“ 

^I'm  goivng  to  a private  agency  and  get  a 'good'  job." 

POL LOW-UP: 


1.  nave  you  decided  wha  is  a “good"  job  in  your  occupatliijn? 

2.  What  are  some  ways  other  people  have  found  these  jobs? 

3«  How  do  you  begin  to  plan? 

What  information,  assistance  do  you  think  you  may  need? 

Counselors  should  be  equipped  with  a placement  agency  directory  (see  files)  and' 

should  check  out  all  the  agencies  since  some  may  have  moved  or  may  have  been 
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THE^i  Use  of  Forms  and  Role  of  the  Applicant 

0Bjg£T|j^* *  To  help  trainees  become  familiar  with  the  contents  and  usa  of 
employment  applications  and  interviews  between  the  employer  and 
employee. 

SUGGESTCD  TXMEs  Specific  Phase  - several  sessions 

t Counselor  will  secure  applications  (e.g,  Macy' s>  Korvettes,  Post  Office) 

Trainees  should  be  informed  that  on  the  next  day  they  w4ll  practice  applying 
for  a job.  Since  they  will  complete  employment  applications,  they  should  bring 
to  the  group  all  materials  that  they  feel  would  be  helpful  to  them  in  filling  out 
the  application.  They  will  also  take  an^  interview.  Several  applicants  will  have 
an  opportunity  to  be  selected  for  mock  interviews.  After  several  applicants  are 

interviewed  by  the  counselor,  the  group  will  select  the  applicant  they  think  will 
get  the  job.  r , 

COUNSELOR* S gUESTIOWt 

“What  kind  of  informatioh  does  one  need  in  order  to  fill  out  an  application  and/ 
or  take  a job  interview?" 

EXAMPLES  OF  ANTICIPATED  RESPONSES < 

. social  security  card 

• draft  card 

• discharge  papers  from  service 

• complete  list  of  past  employers  and  dates  employed,  dates  terminated,  wages 
earned,  reasons  for  leaving 

, dates  attended  grade  school  and  high  school,  date  left  school 

• names  and  addresses  and  phone  numbers  of  personal  references 

• pocket  dictionary 

• other 

COUNSELOR *S  QUESTIONS t 

I*  How  important  is  the  employment  application  to  your  being  hired  for  a iob? 

Why? 

2.  What  does  an  employment  application  tell  m employer  about  a possible 
employee? 

3.  Will  your  employment  application  foe  filled  out  differently  now  that  you 
have  a skill  trade?  Why? 

4.  What  criteria  do  you  think  an  employer  uses  in  selecting  an  employee? 

EXAMPLES  OF  ANTICXPATED  RESPONSESt 

• neatness  of  application 

• correct  spelling  of  words  and  correct  word  usage 
. manners 

• presentation  of  qualifications  — doas  person  have  confidence  in  his  ability? 

• poise  » how  he  carries  himself 
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« wcrk  history  « is  it  stable  or  are  there  unexplained  gap*  between  jobs? 

« education  - has  he  completed  H*S.,  or  does  he  have  trade  training?  Is 
training  applicable  to  job  he  is  applying  for? 

• ability  to  explain  his  situations  clearly 

* others 

COUHSElORt 

The  following  day,  the  counselor  reminds  the  group  of  what  was  expected  of 
them  in  the  way  of  preparing  for  this  meeting  and  restates  what  will  take  place. 
Employment  applications  will  then  be  distributed  and  sufficient  time  allowed  for 
their  completion*  Counselor  describes  the  type  of  employment  they  will  be  seeking 
and  kinds  of  places  in  which  they  will  work.  Counselor  collects  applications  and 
selects  four  applicants  (volunteers).  All  four  people  will  be  asked  to  leave  the 
room.  During  this  time,  the  group  with  the  help  of  the  counselor,  will  set  up 
criteria  they  will  use  in  selecting  an  applicant  for  the  job.  'The  counselor  will 
then  call  in  each  applicant  in  turn  and  interview  him.  The  application  form  of 
each  will  be  placed  in  the  viewer  (overhead  projector  or  on  a bulletin  board)  so 
that  everyone  can  see  it.  The  same  questions  should  be  asked  of  each  applicant* 
Questions  should  deal  with  — (11)  Education  « why  left  school,  or  where  graduated 
from,  why  take  a training  ^.-ourse?  (2)  Employment  - why  jobs  were  taken,  why  jobs 
were  left,  what  was  done  in  between  jobs?  (3)  Training  Program  «-  what  was  learned, 
why  silect  the  training  you  did?  (4)  Travel  - would  you  consider  traveling  for  \k 
hours  to  a job?  (5)  Police  Record  - have  you  every  been  arrested  or  convicted  of  a 
crime?  (6)  Pay  « how  much  do  you  expect  to  make?  (7)  Hours  ««  hours  you  prefer  to 
work?  (f8)  Marital  Status  - any  chlldrenj  who  cares  for  th«»(|i,  will  they  keep  you 
cut  of  work?  (9)  Health  Status  (10)  Main  goal  in  life  (11)  How  did  you  get  along 
with  former  co»workers? 

The  group  is  given  the  opportunity  to  ask  questions  and  make  comments  after  the 
counselor  completes  the  interviews.  Trainees  in  the  group  are  encouraged  to  take 
notes  and  to  help  each  applicant  by  assisting  him  to  identify  his  strong  and  weak 
areas  according  to  the  criteria  agreed  upon. 

After  all  four  trainees  have  been  interviewed,  a vc  Is  taken.  Trainees  should 
be  encouraged  to  discuss  how  they  decided  whom  to  vote  for. 

FOLLOW^UPj 


• Homework  ~ each  trainee  should  list  his  strong  and  weak  areas  In  applying  for 
a job. 

• Individual  conferences  should  be  scheduled  for  trainees  who  have  obvious 
problems  which  they  must  plan  to  overcome. 

« Mock  Interviews  between  trainees  should  be  scheduled  for  later  in  training  so 
that  all  trainees  can  practice  the  skills  necessary  for  applying  for  jobs. 
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THEME X Role-Behavior  (Job  Applicant) 


OB^CTIVEj  To  develop  akin  in  handling  a job  interview  (motivate ‘partici pation 
in  nvock  job  interviewb)  ' 


SUGGESTED  TIME;  During  Specific  Training 


— f^yiENJATON:  The  counselor  reads  to  the  group  a description  of  a Manpower  trainee 

graduated  from  their  training  area  who  is  skilled  and  is  recommended 
to  an  employer  for  a jcb.  He  is  interviewed  but  does  not  get  the  job. 


COUNSELOR] 


of  one  of  the  trainees  who  graduated 

from  the  shop  in  the  last  cycle.'* 


(The  counselor  will  read  a description  of  a fictitious  trainee  who  applied  for  a 
job  related  to  tne  shop  area  of  the  group.  The  applicant  is  to  be  described 
by  the  counselor  as  having  mastered  all  of  the  shop  and  academic  skills  included 
in  the  training  area.  He  got  along  well  in  school  and  had  a letter  of  recommen- 
ca.,ion  from  the  school  for  the  prospective  employer,) 


interviewed  but  he  did  not  get  the  job.  He  was  very  df sappointed." 

COUNSELOR'S  aUESTIONS; 


U What  could  have  happened? 

2.  All  his  teachers  agreed  he  had  reached  industry  standards  and  vet  he  didn't 
get  the  job.  Is  this  possible? 


EXAMPLES  OF  ANTICIPATED  RESPONSES: 


1*  "Maybe  he  had  no  experience  in  this  area," 

2.  "They  are  not  hiring  Negroes." 

3.  "By  the  time  he  got  to  the  head  of  the  line,  all  the  jobs  were  filled." 

4.  "He  said  or  did  something  that  the  interviewer  didn't  like." 


COUNSELOR* 


"Let's  deal  with  one  possi  bi  bi  1 i ty  at  a time." 


(Counselor  encourages  the  group  to  discuss  the  anticipated  responses  such  as 
1 jr  2,  & 3 above  and  helps  them  to  clarify  any  distortions  they  have*  The 

following  information  should  be  presented  by  group  members  with  the  assistance 
of  the  counselor.) 


. Since  graduates  of  the  program  apply  for  entry  level  jobs,  work  experience 
in  the  field  is  not  required. 

• It  i s against  the  law  to  discriminate  against  minorities,  women  and  older 
workers  in  New  York  State  and  neither  Employment  Service  nor  the  school 
will  knowingly  refer  you  to  a job  where  open  discrimination  is  practiced. 


COUNSELOR'S  QUESTIONS;  (see  anticipated  response  0k  above) 
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2. 

3. 

4. 

SUMMARY s 


uhtl  'mportant  in  an  interview? 

What  kinds  of  things  do  you  think  interviewers  look  for?  don't  HPe.. 
does  a person  get  ready  to  be  successful  in  an  interview? 


Who 

How 


about  how  interviews 
could  fail  to  het  hired  and  how  applicants  should 


work,*  how  “good”  people 
prepare  for  an  interviev/. 


F0U0W~UP} 


1.  Practice  Interviews 

2.  Visit  to  Placement  Office  by  group  members  who  can  then  report  to  the  other 
3*  How  to  make  a Good  Impression 

4.  Use  of  Classified  Advertisements 


A.P  P E H 0 I C E S 
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USING  AUDIO-VISUAL  MEDIA 
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In  doing  group  work,  counselors  constantly  seek  to  extend  their 
repertoirs  of  approaches,  and  techniques.  The  following  sample 
items  are  the  result  of  our  experimentation  with  materials  using 
visual  and  tape  recorded  materials. 

There  is  a need  to  continue  the  development  of  such  group  work 
plans  and,  to  extend  their  scope  to  include  video-taped  items. 

HERMAN  SLOTKIN, 

Coordinator 


It  should  be  borne  in  mind  that  the  transcriptions  of  the 
tapes  which  are  included,  lack  the  feeling  and  tone  of  the 


tapes  themselves. 
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030-037 


THEME:  Se!f«Evaluation 

To  ^®';e>0P  the  realization  that  personality  is  related  to  job  success, 
social  self-esteem,  fear  of  fai lure.^poor  personal 

Ip«1frph«:  end  of  cycle,or  during 

IMPLEMENTATION: 

Chart:  JJ® 7 Wouldn't  Hold  Their  Jobs^'^presented  to  group  via 

^ b*f‘<board,  projector,  or  individual  copies 
Tape  of  role-played  on-the-job  situation  ^ 

Forms  ' What  Would  You  Oo?Vn-the-job  situations  with  which  qroup 
members  may  identify  wmcn  group 

SESSION  1 
COUNSELOR: 

SUGGESTED  gUESTIONSt 

'*  ™5'orrjobr'  °r  faiUng  to 

?e»ta«on*’^IrK™'''''’'  ““'■‘*"3  wish  to  gain  the 

‘jobrb^L'usr:?  5?ffl^«Uy^'rcet‘«nra{oL"'’>h  lost 

rather  than  bacaus;  th:,  ?ack  s^eci^fc  iMfuir 

summary 

"'"1'~Tir-|HMiliii|MI|i  iiij  . 

^ch^as^y^«^what"^th^^  do  "’^What^^l^*’^'”  fa®  judged  by  '‘how"  they  work  as 
they  operLe?  ^ now  to  evaluate  how 

FOLLOW-UFi 

1 . Group  rates  each  member 

2.  aroop  decides  to  learn  how  to  handle  "problem  job  situations", 
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THEY  COULDN'T  HOLD  THEIR  JOBS 


in  business  concerns 

intervened  regarding  their  employment  policies  for 
Office  fiind  clerical  e?T5ployees.  The  results  of  this  inquiry  are  as  follows: 


Lack  of  Specific  Skills 


In  Shorthand 
In  Typing 
In  English 
In  Dictaphone 
In  Arithmetic 
In  Office  Machines 
In  Bookkeeping 
In  Spelling 
In  Penmanship 


Character  Traits 


Carelessness 
Non -cooper a t i on 
Laziness 

Absence  for  Causes  Other  Than  Illness 
Dishonesty 

Attention  to  Outside  Things 

Lack  of  Initiative 

Lack  of  Ambition 

Lateness 

Lack  of  Loyalty 

Lack  of  Courtesy 

Insufficient  Care  of  and  Improper  Clothinq 

Self-Sati sfaction 

Irresponsibility 

Inadaptability 

Absence  Due  to  Illness 


Table  I 
% Most  common 
cause  for  dismTTsal 

2.2 

1.6 

1.6 

1.3 

1.3 

.9 

.6 

.6 

.0  10.1% 


14.1 
10.7 
10.3 

8.5 

8.1 
7.9 

7.6 

7.2 

6.7 

3.5 

2.2 

1.6 
.9 
.3 
.3 

.0  89.9% 


Table  II 
% d^  ciencies 
presented  promotion 

3.2 

2.4 

5.2 
1.6 
3.0 

2.2 

1.4 

2.7 

1.8  23.5% 


7.9 

6.7 
6.4 

3.7 

1.2 

5.6 

10.9 

9.7 
4.6 
4.6 

3.3 
3.0 

4.4 
.8 

1.4 

2.4  76.5% 


SESSION  II 


COUNSELORS 

Counselor  says,  "I  would  Hke  you  to  listen  to  a tape  of  an  on-the-job  situation 
which  has  been  role-played*  A young  girl  who  is  secretary  to  the  sales  manager 

of  a large  public  relations  firm  has  been  on  the  job  about  two  weeks  when  her 

boss  asks  if  he  might  see  her  in  her  office**.  Counselor  plays  tape. 

(Description  of  tapes  The  manager  after  commenting  on  how  pleased  he  has  been 
with  her  work,  speaks  with  his  secretary  re  her  apparent  reluctance  to  help  him 
in  emergencies,  i.e.,  arrange  papers  on  his  desk,  go  out  for  coffee  especially 
when  guests  are  expected.  The  secretary  admits  resenting  the  implications  that 

her  boss  thinks  of  her  as  an  errand  girl  but  insists  that  she  likes  her  job 

and  does  not  wish  to  displease  him.) 

EXAMPLES  Of  ANTICIPATHD  RESPONSES: 

r.ie  group  menibers  may  express  extreme  reluctance  to  being  identified  with  menial 
X »:’:hers  may  feel  that  they  would  go  through  the  motions  to  keep  the  job. 


FOLLOV 

Counselor  should  focus  discussion  on  feelings  re  self,  i.e,,  self-doubts,  self- 
esteem as  they  relate  to  job  duties,  title. 

Suggested  Questions 

1.  Since  some  people  seem  to  judge  a person  by  his  kind  of  job,  do  you  feel 
that  you  count  for  less  if  you  have  a job  which  calls  for  you  to  do  things 
like  getting  coffee  and  running  errandsl! 

2.  If  you  are  sure  you  are  a valuable  person  with  improved  skills,  more 
education,  does  being  associated  with  these  tasks  (errands,  etc.)  bother  you 
in  the  same  wayl 


SESSION  m 


COUNSELOR! 


Counselor  reads  from  form  “What  Would  You  0o?“  Counselor  says,  “I  am  going  to 
read  about  situations  that  could  develop  on  a job  and  I would  like  you  to  think 
about  them  and  decide  what  you  would  do.  What  are  your  choices  and  how  would 
each  one  work  for  you?"  Counselor  may  assist  group  to  start  working. 

EXAMPLES  OF  ANTICIPATED  RESPONSES: 


Group  may  persist  in  blaming  others  and  making  excuses  for  self-defeating 
behavior. 


FOLLOW-UP: 


Counselor  should  focus  work  of  group  on 

K\  situation  being  discussed  shows  negative  feelings  about  se 

b)  how  these  feelj^  result  (n  behavior  provoking  unfortunate 
results. 
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Tape 


EMPLOYER:  I wonder  if  I might  talk  to  you  for  a minute  — that*s  why  I called  you 

in  here.  You’ve  been  here  now  about  a week.  I i.<ust  say  first  off  that 
I am  very  happy  with  you.  You're  one  of  the  best  secretaries  I’ve  ever 
had.  You  fill  just  about  every  qualification  X would  like.  It  seems  to 
me  that  during  the  last  several  days  your  attitude  has  changed  somewhat 
from  what  it  was.  You  seem  a little  more  reluctant  to  do  your  work  than 
you  were  before  and  a little  more  unhappier.  Is  there  any  particular 
reason  for  it? 

GAIL:  M«T  I,*..  I have  been... 

EMPLOYER:  Yah,  it  seems  that  you  haven’t  been  as  bright  and  as  happy  as  I would 

want  a secretary  to  be  who  is  working  for  me. 

GAIL:  Well,  I.,,I  do  like  my  job  very  much  and  I didn’t  knov*,  I really  don't 

think  I was  aware  that  I was  acting  any  different  than  when  1 first  came 
here. 

EMPLOYER:  Ah  — It  seems  to  me  that  several  small  errands  I’ve  asked  you  to  run 

you've  seemed  rather  reluctant  to  do.  For  instance,  if  we  have  a meeting 

as  we  did  the  other  day  and  I ask  you  to  go  down  for  coffee  it  seemed 

to  me  that  you  were  almost  a little  angry  at  my  having  asked  you  to  do  this. 

GAIL:  Well,  1 hope  I didn't  give  you  that  impression.  I wasn't  angry  but 

maybe  a little  "put-out"  because  I guess  I didn't  think  that  a secretary 
should  have  to  do  this. 


i 
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WHAT  WOULD  YOU  DO? 


U It  IS  your  first  week  on  a job  with  a large  firm.  You  would  like  to  make 
friends  with  the  other  office  workersj  also,  you  would  like  to  make  a good 
impres'^ion  on  your  supervisor.  What  would  you  do? 

Notice  and  correct  the  errors  that  others  make. 

Always  speak  well  of  the  others  to  the  boss. 

Be  interested  and  cooperative  in  your  work. 

allowed  to  do  those  jobs  which  you  can  do  better  than  some  of 

the  others. 


2.  An  office  worker  who  has  no  authority  over  you  tells  you  to  do  something  guite 
differently  from  the  way  you  had  intended.  What  wou I d you  do? 

Do  it  her  way. 

Ignore  her  and  do  it  your  own  way. 

Ner  it  is  none  of  her  business  and  that  you  intend  to  do  your  own 

work  your  own  way. 

Tell  her  to  do  the  job  herself. 


3.  You  have  been  working  on  the  job  as  a clerk-typist  with  a large  firm  for  about 
two  weeks.  The  supervisor  of  your  section  enters  the  office  while  you  are 
reading  a newspaper  when  you  should  be  working.  The  best  way  out  of  this 
situation  would  be 

To  continue  reading  the  newspaper  and  show  no  embarrassment. 

Fold  it  up  and  return  to  your  work. 

Pretend  that  you  are  making  news  clippings  having  to  do  with  your  work. 
Try  to  interest  the  supervisor  by  reading  an  important  headline  to  her. 


4.  Another  worker  is  not  doing  her  job  so  that  you  have  more  than  your  share  of 
work  to  do.  Would  you... 

Explain  the  situation  to  your  employer? 

Inform  her  that  unless  she  does  her  share  of  work,  you  will  tell  the  boss? 

. Do  as  much  work  as  you  can  and  say  nothing  about  your  co-worker? 


5.  A close  friend  calls  and  tells  you  she  is  afraid  she  will  be  late.  She  asks 
you  to  punch  her  time  card  for  her.  Would  you... 

Tel  1 her  no? 

Tell  her  yes? 

..  Make  up  an  excuse  as  to  why  you  would  not  be  able  to  help  her? 


M mm 
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3 3/4  O3O-040  The  Nosy  Counsel  or* 

THEME i Teaching  Probiem-Solvirtg  Behavior 

OBJECTIVE t Teaching  the  use  of  the  group  process 

SUGGESTED  TlMEt  At  the  beginning  of  the  Pre- vocational  cycle 

j^PLEMEMTATIOWi  Counselor  advises  group  that  the  tape  describes  a conversation 

between  two  trainees  who  just  had  their  first  group  counseling 
session.  Counselor  plays  tape. 

C0UNSEL0R»S  dUESTIONSt 

1.  What  do  you  think  is  going  on  here? 

2.  What  about  chatting  in  the  group  session  as  one  trainee  suggests? 

3.  Why  do  you  think  the  sessions  are  scheduled?  What  kind  ^ ’ xork  do  you  think 
this  group  will  be  doing?  Why? 

EXAMPLES  OF  ANTICIPATED  RESPONSES! 

1.  We  have  to  talk  about  our  problems. 

2.  The  counselor  can  tell  us  what  to  do. 

3.  I don't  care  about  other  people's  problems. 


SUMMAftYt 

Counselor  assists  the  group  to  clarify  the  task  of  the  group; 

• Tc  work  on  things  that  interfere  with  success  in  the  program  and  on  the  job. 

• To  share  ideas  since  ideas  of  others  can  be  helpful . 

• To  learn  to  make  better  choices  and  decisions  than  before. 

« To  learn  to  be  a prob1em«- solving  group  so  that  everyone  in  the  group  can  get 
help  with  his  plans  when  h®  needs  it, 

• To  find  out  what  strengths  and  weaknesses  we  have  and  to  begin  working  to  improve 
(ourselves. 

FOLLOW-UP; 

Counselor  should  arrange  for  the  group  to  get  as  much  practice  as  is  necessary 
to  develop  a task  oriented  atmosphere. 


- 65  •• 


Board  of  Education  of  the  City  of  New  York 
MANPOWER  DEVELOPMENT  TRAINING  PROGRAM 


Vi 


Tape  ft  2t  THE  NOSY  COUNSELOR 


BE TTY I 

JOEj 

BETTY* 

JOE: 

BETTY: 

JOE: 

BETTY? 

JOE: 

BETTY: 

JOE: 

BETTY: 


Geel  What  do  you  think  of  that  counselor  today?  What  a sessionl 
He  s so  nosy.  He  always  wants  to  knov;  our  business. 

You  think  he’s  like  that  all  the  time,  or  just  when  he's  in  the 


Geel  I don’t  care  what  he's  Hke  all  the  time  but  boy  he  sure  is 
nosy  in  the  group  and  he's  always  asking  us  questions. 

Yeah,  sometimes  he  gets  to  me  too. 


What  do  you  mean  he  gets  to  you? 


Oh,  I dunno  - sometimes  you're  right  - sometimes  he  gets  a little 
nosy  and  he  wants  to  get  into  my  business,  and  this  sort  of  thing 
I don't  like.  I've  been  here  a little  longer  than  you  have. 


But  he  has  no  right, 
that's  private. 


he's  got  no  right  to  ask  about  our  business, 


Yeah,  but  Pve  been  here  a little  longer  than  you  and  I noticed 
that  sometimes  he  tends  to  be  . He  means  well,  he  can't 

always  help  me,  but  he  means  wej  j 


Well  I don't  think  he  means  well.  I don't  see  it  that  way 
You  don't  see  any  point  in  having  these  groups,  eh? 


yean,  i think  it's  great.  I think  it's  nice  for  a change,  you  knov 
to  chat,  but  we  can  just  talk  about  things  that  we  do,  what  we  did 
last  weekend,  or  maybe  things  about  the  jobs  but  why  should  he  ask 

us  questions  about  our  private  lives  and  about  how  we  feel  about 
things? 
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Board  of  Education  of  the  City* of  New  York 

manpower  development  training  program 


theme  I Family  Roles 

— and  understanding  of  parents  by  learnino 
about  the  conmon  effects  of  unecpioys^nt  and  poverty ^:ra?.'onl 

SUGGESTED  TIME:  Middle  groups 

implementations 

chanceX"?ud;'?LS!“see‘:?tached)'''’'’'  » 


Photograph  I . The  Family  by  Paul  Strand  - scene  Italy 
Photograpn  II  . Negro  Family  by  Eugene  Smith  - Life  Magazine 


COUNSELOR* S STATEMENT; 
as  yoi'Tikran3\^::  --  '“OX  ‘hem  as  long 

HappelTne-eT  r' tlltlb^rtt^rr^  - - ‘“o 

§,XAMPCE$  OF  ANTICIPATCO  RESPONSES; 

1.  They're  all  out  of  work.  They're  poor  - they  Hye  in  a rotten  section  of 

2.  How  come  they  don't  have  any  shoes  on? 

have  lobr'"'  ■ ""  ““"‘""9  because  they  don't 

£Si!«!i^RlLS^^  "Let's  talk  about  the  second  photo. 
examples  OF  ANTICIPATED  RESPONSES r 

2*  HeU^rialLT"?'  » Jost  his  job  or  somebody  died. 

2.  s really  lost  control  of  his  feelings. 

3.  They  look  poor  « maybe  he  doesn't  have  any  money. 

COUNSELOR'S  QUESTIONS i 

fami'ly?.'  -e  out  of  work  or  poor,  it  affects  the 


if 


"What  can  happen  to  a fami  ly  when  there  are  job  and  money  problems? 


If 


WuyT::“'’“  "Xe  when  they  are  out  of  work?  How  do  they  behave? 


"Do  you  understand  how  someone  could  feel  rloW,  could  give  up?" 


were  ^gJy!"wl4“«d°yorieI*i!’o2t  on?"’’^''*  ^ave  a job?  If  you 
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^ XPECTCD  LEARNINGS t 


'■  JItole'fam'ly!''®  out  on  the 

'■  ^Hns^rat  ("age  earner) 

3.  If  the  father,  (nnother)  thinks  he  is  a “failure'*,  he  may  “act  out*'  his 

anger  at  home*  In  an  atmosphere  of  anger,  sometimes  even  the  children 

feel  angry,  and  they  don't  know  why.  Not  everyone  shows  his  anger  in 
tne  same  way.  . . ^ 


FOLlOW-UPi 


out"  works,  what  else  can  a perjnn 
learn  to  do  about  anger  and/or  failure?  ^ 

budgeting,  making  plans  for  the 
future  of  the  family,  and  getting  out  of  the  cycle  of  failure? 


